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Chapter 1: Introduction

BACKGROUND

Historically, there has not been a centralized area for managers to maintain and share
information with HR staff about their short-term and long-term hiring needs. Data captured
during the hiring process has been gathered and maintained in several formats, by many staff
members, and in multiple locations with the same data being entered repeatedly. This
business practice makes it difficult to:

Track and measure hiring activity
Conduct management oversight

Reconcile data provided by multiple sources

YV V. V V

Share new employee information in a timely manner across organizations

» Validate the quality of information being captured
PURPOSE

This guide is intended to provide users with an easy reference on navigation, system’s use,
and an understanding of the business rules used to perform system-to-system data
exchanges.

SYSTEM OVERVIEW

The Workforce Transformation Tracking System (WTTS) and Entrance on Duty System
(EODS) are integrated to form a single system.

WTTS/EODS ate transactional systems integrated real-time with the Federal Personnel
Payroll System (FPPS), automated staffing solutions (such as OPM’s USA Staffing and
Monster’s Hiring Manager), and eOPF. The integration of these systems provides the ability
to monitor hiring activities from start to finish. Real-time integration of these systems
achieves:

» Reduction of duplicate data entry and improved data integtity through the
integration with automated staffing and FPPS

> Ability to send selectee personnel and payroll information directly to FPPS,
eliminating the need for HR to re-enter data into FPPS

» Reduced costs associated with mailing of hard copy forms

» Reduced time for receipt of forms between HR and selectee.




The functionality available through WTTS/EODS assists in supporting the “on-boarding”
process. The available automated processes provide assistance to supervisors, managers, and
HR Representatives in the planning, reporting and tracking of activities for prospective and
actual gains.

SYSTEM INTEGRATION

The Interior Business Center (IBC) has taken a modern approach to system integration to
accomplish real-time seamless system integration through the use of web services.

The framework the IBC uses to integrate all of the systems that hold position and employee
information is known as the Human Resources Management Suite (HRMS). HRMS
provides a seamless, secure, and automated process for integrating:

» Automated staffing programs (such as OPM’s USA Staffing or Monstet’s Hiring
Manager);

» WTTS;
» EODS; and
> IBC’s FPPS.

HRMS allows each of the named systems to communicate with each other, so that
information is shared efficiently and effectively.

This system uses a standard web services interface to provide prospective employee data via
a real-time data exchange with automated staffing solutions. The data captured at the initial
point of data entry (i.e., during the application process) is shared and reused by other
systems requiring the same information, such as EODS and FPPS.

WTTS also includes a web services interface with FPPS for the sharing of position
information and triggers the web services call to create the Request for Eligibles (RFE).

This system also provides a web services interface to FPPS for selectee information. The
selectee information is a combination of data gathered by the HR office during the selection
and formal offer stages of the hiring process.

The payroll information provided by the selectee is gathered from the on-line forms in
EODS. WTTS provides the payroll and benefits information directly to FPPS through a
web services interface, eliminating the need for HR to manually enter selectee data during
the hiring process.
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HRMS End-to-End, Real-Time Integration
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The above figure depicts the system-to-system integration among WTTS, FPPS, etc.

SYSTEM FUNCTIONALITY

The following is a list of system modules and functionality currently available, as well as
modules that are planned for future WT'TS and EODS software releases:

1. Gains

e Dashboard
e Fill Vacancy
e Project Vacant Positions
e C(Create Hire
e Send To FPPS
e WTTS Status History
e Sclectee Information

e Integration with Automated Staffing

e Send Selectee information to FPPS




Position Documentation

Staffing Screen

Hiring Documents
Notes

Diversity

Publish Selectee Record

Report Summary Lists

In-Work Report

e Published Report

e Completed Report
e Declinations Report

e Secarch Gains Report

Entrance on Duty System (EODS)

e Submittal of Forms
e Retraction of Forms
e Approval of Forms
e Rejection of Forms
e Send Selectee Forms to FPPS
e Completed Forms
Reports
e 80-day Hiring Activity Report
e Drug Testing
e Tacilities and IT Security
e HR Reports
e EODS Access Expiration
e New Hires Due Date for Forms
e In Processing
e New Hire Report
e Summary of Hiring Activity by Status
e Workforce Planning




. Template Library

e Acknowledgements
o Emails
o Emails with Letters

e Information Documents

. Administration

e  WTTS Administrator
e  WTTS Security Administrator

User Management Roles
e HR Representative
e HR Cross-Servicing
e Supervisor
e EEO

e Non-FPPS User

e View only

Losses Module (Reserved for Future Use)

. Mobility Module (Reserved for Future Use)

Recruiting Module (Reserved for Future Use)




KEY TERMS

Throughout this guide there are terms used to describe roles, responsibilities, processes and
procedures. The following provides a list and description of terms commonly used in this

guide:

Breadcrumbs: Appear in as a hyperlink (blue text) at the top of each page (see Figure
below). The breadcrumbs help the user keep track of where they are in the system. They
also enable the user to track backwards and helps determine which Dept/Bur/Sub that you
are in signed into.

... Workforce Transformation Tracking System
- WTTS

Fill Wacancy Reporis 13 Manage 13 Feedback FAQs Help }

Homs Gain Dashboard In-work Gains for FY 2013 Edit Record 12428 | ‘_____-__- 5
o, S o~ o

Breadcrumbs

Completed: This is a report showing the current fiscal year status of all completed gains.
Completed gains are records that have been audited by an HR representative. The status on
the record is a “B”’.

Gain: A gain is categorized as a new hire or hiring action. There are three stages a hiring
action progresses through: In-work, Published, and Completed. A fourth stage is
Declination. See Chapter 2 for additional information on Gain reports.

Home Page: The first screen (See Figure below) the user sees after logging into WTTS.

Menu Bar: Appears directly under the logo. (See Figure below).

... Workforce Transformation Tracking System
- WTTS /
Manage >  Feedback FAQs Help

L

WTTS Home Page and Menu Bar

Published: Publishing a record provides selectee information for WT'TS reports and
populates the Published Gains report.

Requesting Office (RO): This is the organization responsible for initiating the process to
fill a vacancy. The requesting office is responsible for providing the elements of the position
being requested and generates the create hire action for the RFE.




Required for Publishing: Fields required for Publishing are marked with a blue pound sign
(#). Once a record is published, WTTS initiates a data exchange with other systems, such as
FPPS, eRecruitment system, etc.

Used for Hiring Progress Calculation: Fields labeled with a red asterisk (*) are used to
track hiring progress completion. As fields with the red asterisk are completed, the hiring
progress percentage increases. See the Hiring Progress legend within the record. Once the
percentage reaches 100%, the icon disappears from the record’s menu bar.

Servicing Personnel Office (SPO): This is the organization responsible for reviewing the
RFE and initiating the vacancy announcement from within FPPS.

Following are controls used throughout the manual:

Pop-up Calendar : A pop-up calendar is used to display a calendar from which the user
can select a date versus manually entering a date. The pop-up calendar is enabled when the
user left-clicks in the date field. The current date is indicated with a yellow hi-light. (See
graphic below)

e

Y e
Date of Birth “#+ 12/04/132%
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Pop-up Calendar

Checkbox: A check box [ []] is a control that permits the user to make single or multiple
selections.

Auto-completing Drop Down: An Auto-completing drop down is a type of menu that,
when selected, opens downward to reveal a list of options. When typing in the input field,
the drop down choices narrow to those that only contain the digits that have been typed.
(See figure below)




Gaining Organization
({Required}

Fiscal Year (Required)

Line of Business [DOT/FAR)

Cost Center Code

Network Access Required

Work Schedule

G086 | -

802858100 - OFC OF THE DIRECTCR, INTERIOR BUSINES =

80888101 - CHIEF OF STAFF OFFICE i
808881011 - FACILITIES SERVICES DIVISION

8088810111 - FACILITIES SERVICES BRANCH

908851012 - TRANSFORMATION MANAGEMENT CFFICE
G0866102 - AUDIT LIAISON OFFICE

60886160 - DEFUTY DIRECTOR OFFICE

808858181 - HUMAN CAPITAL STRATEGY OFFICE

808858182 - CHIEF FINANCIAL OFFICER OFFICE

608861621 - FINANCIAL OFFICER GROUP
4 | i [ 3

Radio Button: A radio button [

Auto-completing Drop Down

'] is a type of control that allows the user to choose one

option from a predefined set of options.

Select Button: A Select button (see figure below) is used to display a list of data from

which an item or items can be chosen. Each Select button has the description of the field on

the button.

Federal Flexibilities Used * Select Federal Flexibilities Used | ten [

Select Button and TBD

To Be Determined (TBD): Some fields (e.g., Gain Type) can be completed by checking
the TBD Checkbox when information is not available.




SYSTEM REQUIREMENTS

This section provides system requirements to use the WTTS application. Follow the below
instructions to configure your browser to the optimal settings. The “>” separates each
option to click on while navigating to the desired setting.

1. Internet Explorer Version 8 (Help > About Internet Explorer)

2. Set to check for new versions of stored pages (Internet Explorer > Tools >
Internet Options > Browsing history- Settings > Every time I visit the

webpage>ok. (See Figure below).

-
Internet Opticns

— EIN)

=
Temporary Internet Files and IislnE L

General |Securit\-I I Privacy I Content I Connections | Programs I Advanced |

Home page
l/? To create home page tabs, type each address on its own line,
-
A http://ibcnet.be. doi.net/ -
[ Use current ] [ Use default ] [ Use blank ]

Browsing history

7", Delete temporary files, history, cookies, saved passwords,

W) and web form information. /
Delete browsing history on exit
Delete. .. (] [ Settings ]
Search \“—-....___....--
p Change search defaults.
Tabs

7 | Change how webpages are displayed in

| — tabs.

Appearance

[ Colors ][ Languages H Fonts ][ Accessibility ]

@ Some settings are managed by your system administrator.

[ Ok ][ Cancel ] Apply

Temporary Internet Files

Internet Explorer stores copies of webpages, images, and media
for faster viewing later.

Check for newer versions of stored pages:
(@) Every time I visit the webpage

'__:' Every time I start Internet Explarer
() Automatically

() Never

Disk space to use (8-1024MB) 50
(Recommended: 50-250MB)

Current location:

B C:\Wsersthpyle\AppData'LocalMicrosoft\Windows {Temporary
Internet Files),
[ Move folder... ][ View objects ][ View files
History

Specify how many days Internet Explorer should save the list
of websites you have visited.

Days to keep pages in history:

Set Browser to Check for New Versions of Stored Pages

3. Disable pop-up blocker (Internet Explorer > Tools > Pop-up Blocker > Turn
On Pop-up Blocker.) (See Figure below)
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Help

Delete Browsing History...

InPrivate Browsing

Diagnose Connection Problems...

Reopen Last Browsing Session

InPrivate Filtering
InPrivate Filtering Settings

Pop-up Blocker L‘\?

Smartzcreen Filter

Manage Add-ons

Compatibility View
Compatibility View Settings

Subscribe to this Feed...
Feed Discovery

Windows Update
Developer Tools

OneMote Linked Motes
Send to OneMote

Internet Options

Ctrl+Shift+Del ze Links @ | Free Hotmail B Windows
Ctrl+5Shift+P

Ctrl+5Shift+F

» | Turmn On Pop-up Blocker )
» Pop-up Blocker Settings

I ows Live
|
Ing

» [ Bing

F12

Disable Pop-up Blocker

4. JavaScript enabled (Internet Explorer > Tools > Internet Options > Security tab >
Custom Level > scroll to Scripting > Active Scripting — select “Enable”). (See
Figure below).




—
* [ Hetps iwets. b gond Wit Stdmindnder. ofm

Fie Cde view Favortes

Sl 4 @8 workforcn Transformetion Trackng Srstom - Versen ...

. Workforce Transformation Tracking System
@_‘ ! 5v10.1

=

Germedl Sonueky | Privacy | Contert | Connetionn | Prograns | Advanced |
Seltis

Q) Dol
© Ensbie
& webstes
© isabin
Interret  Localitranet Trustedshes  Resticted © Enable
bad O Promgt
_ Local intranet = | Sorcting
K Active srpling
rsatie

Found on your ntranet,
el 3 o
O Prompt

[ Sncurity level for this zone o Ao Progr smmats. detosrd scess
= O Disable
@ Ensble

Lustom

Crbomm selbigs. O Prompt .
- To changs the settngs, chck Custom bvel. e b st s ﬂ—l
ptional Li

fateal Bus “Tahes effect after you restart Inbemet Exphorer.

feoaniment
5 Officet | Pt custom setings

ot | oatmaiovet | L e |
=3 I Cancel I

I
Wistort] @8 [ 3 W hr) ® 0 dody Bbis 181 Lokus W, [ 88 Workforor Transform.. | ) WITS. Uses e er 10...|

el e |

Fit = B - b - |- e = (G Mok -

Vo 1 grped i a8 JOOY ELIONS
Last Logi was SA/ZI0010 G 07 0430AM
= Sy Havaticn
~Logeut

r use in the Empioyee Orientaton Process and sssociated

JavaScript Enabled




5. Recommended screen resolution: 1280 x 1024. The system can function with a
screen resolution set to lower than 1280 x 1024, but some screens “wrap”
making the appearance less than optimum. Right click on desktop > Screen
Resolution (see Figure below).

B} Control Panel » All Control Panel ltems » Display » Screen Resolution Search Control Panel

Change the appearance of your displays

Display: 1. DELL 1908FP ~
Resolution: 1280 = 1024 {recommended) | +

Orientation: Landscape -
Multiple displays: | Extend these displays -

[7] Make this my main display Advanced settings

Connect to a projector (or press the ¥ key and tap P)
Make text and other items larger or smaller

What display settings should I choose?

[ ok ][ cCancel ][ Apply

Recommended Screen Resolution




SYSTEM ACCESS

This section provides information on how to access the system and who to contact for
system access.

Workforce Transformation Tracking System
P WTTS

WTTS Login What's New Contact Us FAQs

In order to login in to WTTS you must have a valid WTTS account with us. If you are not sure if you already have an account or you need
additional assistance, please Contact Us.

NOTE: This is a U.S. Government System. This system is for the use of authorized users only. By accessing and using the
computer system, you are consenting to system monitoring, including the monitoring of keystrokes. Unautherized use of, or
access to, this computer system may subject you teo disciplinary action and criminal prosecution.

WTTS User ID {Required)

Password (Required)

[ VerifyiChange Password | [ Automated Password Reset Toal

Interior Additional Links:
Business Interior Business Center
Center Department of the Interior

Editor: Interior Business Canter U.S. Office of Personnel Managiement
Last Updated: December 2014

WTTS Login Page

The WTTS Security Administrator provides users the URL for accessing the system. Itis
highly recommended that users save the URL as a favorite in their web browser.

Login information for WTTS, and data access within WTTS, is the same as currently

assigned for FPPS. Login information is typically provided by the assigned FPPS Security
Point of Contact (SPOC) or WTTS Security Administrator. Contact your servicing HR
office if you are unsure who that is.




The figure above depicts the WTTS Login Page. To log into the system, the user will enter
their User ID and Password, and then click the “Login” button. The user is then directed to
the “Security Caution — Protecting Personal Identifiable Information (PII) page.” (see Figure
below). Each user is responsible to be familiar with the content of this page before using the
WTTS/EODS systems.

If the user receives a “login information invalid” error message more than once, the system
may be indicating the user’s FPPS password has expired.

» Click the “Verify/Change Password” button to access the FPPS Change Password
Utility screen. The user can validate their password as being correct, or, if necessary,
change it and then return to WTTS.

» Click the “Automated Password Reset Tool” button to launch the password reset
tool in the event that your password is not working/locked. Select the “FPPS” link
to change your password (see figure below).

Interior
Business
Center

Automated Password Reset Tool

Welcome to IBC's Mainframe password reset tool.
Please note that this is currently configured to handle Mainframe passwords only.

Report any issues to our CSC at, 888-367-1622 and ask to have a ticket routed to the Security Admin team.
Select from one of the following links to be directed to the appropriate system:
FPPS - Clients who use FPPS apps on SYS2 or SYS1

Including: FPPS, WebFPPS, WTTS, Datamart, DataWarehouse, Hyperion, IDEAS/PD, ECStaffing, ete.

FES - Clients who use FFS apps on SYS3 or SYSG  (Now available)
Including: FFS, M204, etc.

» After entering a correct WTI'TS User ID and password, click the “Login” button and
the user will login the Security Caution page.

(T s s T e

Security Caution - Protecting Personal Identifiable Information (PI1)
This computer application is operated and maintained by the Inenor Business Center (IBC). The IBC uses a vanety of sacurity featires 1o protect information and ¢ata in the IBC emvironment
and in it ransmisshon to users' computers. The 1BC would like 1 remind computer users that they, tod, have a respansibility 10 take measures to protect persanal lentifiable infarmation (P11
from scams and identity theft

Here are several SWeps Compuler users should take 10 ensure PII is nol only Being protected in (e use of compuler applicalions accessed a5 pan of day-lo-0ay work assignments, bul any
electrenic activity (29 . on-ine bankng, credit cand purchases. efe.) that you may perfonm

The following Information not only AppRas 10 YOUr COMPULEr 3CCess 31 work, DUt 3150 YOUr COmpUter Access from home:

Ensure the operating system and applkcation software you are operating (e.g., Inemet Explorer|IE)) are updated regularly. Many of these updates are issued 1o flx securiy problems which
v been identified. If you Use aulomalic updates, remember o Kave your compuies on durng the scheduled updale times.

ENSire you are using anti-vires sofware, anti-spyware software, and personal firewalis. Keap this software updaled. The comect use of these programs £an help protect your system from
being compromised by malickous sofiware (2., software which ¢an capture Information processed on your computer, eic.)

D0 Nl S10ME your USer-I0% and passwords in fes on your Compuler. T Somecnt gains access 10 your computer, 1ts i Ihe type of miormation Ne/she Iooks 1o and woukd aid e person n
accessing your account. DO ROt use aulomatic pPassword save features.

B very careful when installing Software that gives others access 1o your Compuler. REMOLE SErvice SOMWANS, of peer-10-peer Software used Tor file shanng, can create unintended
OPENINGS Mo YOur compuler Mal CULSKIers can use if INe SoMware i not configured comectly.

5. Do not e-mail anyane persanal of financial infermation. E-mail is not 3 sacure method of rARsMIting personal infoemation

ra

w

I you Infate a transaction and cHOCSE 1o provide Your personal and finand il infomation threugh a web site, ook for INdicators that the site k5 secure, SUCh a5 an image of a Ick or lock
IE0N On 1N DIowsers SIatus Dar of @ wel She address ihal beging "NILps.™ (e ™57 Slands for “secune”).

00 nol respond §o e-mail Messages asking you 10 updale of validake informalion Nal was previowsly collecled

After using your browsar (e 9. Inlemnet Explores. elc ) 1o 3ccess 3 web site where you process sensitive information (e §.. Social Security Number, your bank account, ete ) close all of your
browser windows and restan a new browser session. Sometimes. the browser can hold that information In memory (e.g., cache, etc.) and those Interested in gaining access 1o your
personal information know where 1o find it

-

Public and Personal Computer Usage
To ensure the confidentiarty of dala viewed within [Nis apEication, we STONgly advise users 10 access ING apglicalion On @ Setwed Govemment NEwork compuier of well-protected personal
computer. Sharing of public compulers (uch as thass found in the pusiic Bbrary) that oo not require a personal lagon, intraduces a possibiity Mat some of the personal informanion viewed may
fEmain on the compuier in a hdden cache directony, THiS hadden cache can be viewed potentially by an InGrvidual who Subsequently ACCEE5es the Same computer,

Should you decide to access any other web site that contains PI from a public. unsecured computer. we Strongly recommend you clear the contents of the browser's cache by deleting the
temporary Intemet files from e Drowses

[ Camacn 10 vom i Marss | [ g o e |

Security Caution — Protecting Personal Identifiable Information (Pll) page




When the user has familiarized themselves with the content of the Security Caution page,
they may click the “Continue to the Main Menu” button and will be directed to the WTTS

Home Page (see Figure below), or they may choose the “Log Out Now” button if they
choose to log out.

Workforce Transformation Tracking System You are logged in 2s: HENRY PYLE , IND198 (Multiple)
A ,T Last Login was: 12/11/2014 @ 02:24:10:PM
TS Skip Navigation
" Logout

Manage >  Feedback FAQs Help

The Workforce Transformation Tracking System. WTTS provides tracking and reporting of prospective hiring actions, mebility, and losses. WTTS also provides data and notifications for use in the
Employee Orientation Process and reporting for i ion, and Diversity programs.

Gail Gains Template Library ions Template Library
Fill Vacancy 80-Day Hiring Activity Report

S @t - Acknowledgements g Testing - Create Separations - HR Emails

Dashboard mails Facilties and IT Security - Separation Reports - HR Emails with Letters

In-work Gains Repart - Emsik with Lstiers Inprocessing - Supervisor Emaiis

Published Gains Report - Information Documents New Hire Report - Supervisor Emails with Letters.
Completed Gains Report EODS Access Expiration

Unused Records Report New Hires Due Date for Forms
Declinations Report

Interior Additional Links:
Business Interior Business Center
Center Department of the Interior

Editor- Interior Business Center U.S. Office of Personnel Management
Last Updaled: December 2014

WTTS Home Page

Access within WTTS is controlled by the WTTS Security Administrator. If a module (Gains,
Gains Template Library, Reports, Separations, Separations Template Library) or a function

(e.g., specific reports, Special Programs) is not present and you require access, contact your
WTTS Security Administrator.

Gains: Clicking one of the blue hyperlinks in the Gains Module from the home page will
take the user to its corresponding functional location in WTTS. An overview of each
hyperlink is listed below. The functionality of each corresponding hyperlink will be discussed
in Chapter 2, Gains Module.

-| Gains
Fill WVacancy
Search Gains
Dashboard
In-wiork Gainz Report
Publizhed Gains Report
Completed Gaing Report
Unused Records Report
Declinaions Report

Gains Module on the Home Page




> Fill Vacancy: The Fill Vacancy option is the starting point for creating a vacant

position. Each time a position is created information is entered and reported on the
Gains Dashboard.

» Search Gains: This is a powerful search tool which can be used to search for
records throughout the system. For example, if you only have the WTTS ID and
nothing else, you can enter the ID and search all reports for all fiscal years to locate
the record.

» Dashboard: The Gains Dashboard shows vacancies and gains (new hires, transfers,
conversions, or other accessions) for the current fiscal year. The screen consists of
tabs, columns, and windows.

> In-work Gains Report: This is a summary report showing the current fiscal year
status of projected gains and gains that are in process.

> Published Gains Report: This is a summary report showing the current fiscal year
status of all published gains. The Published Gains report is a summary of positions
after a selection has been made and the new hire has been provided information for
accessing the on-line forms through the EODS.

» Completed Gains Report: This is a report showing the current fiscal year status of
all completed gains. Completed gains are records that are ready for close-out and all
information has been submitted to external systems.

> Unused Records Report: This is a summary report showing the records that have
been marked “Unused” within a given fiscal year.

> Declinations Report: This is a summary showing the current fiscal year
declinations.

Gains Template Library: To access the Gains Template Library, click the “Launch” button
in the module on the Home Page. The Gains Template Library and the different templates
(Acknowledgements, Emails, Emails with Letters, and Information Documents) will be
discussed in detail in Chapter 8, Template Libraries.

-[Gains Template Libmry]

- Acknowledgements

- Emailzs

- Emails with Letters

- Information Documents




Gains Template Library Module on Home Page

Reports: Clicking one of the blue hyperlinks in the Reports Module from the home page
will take the user to its corresponding functional location in WTTS. An overview of each
hyperlink is listed below. The functionality of each corresponding hyperlink will be discussed
in Chapter 3, Reports Module.

Reports

20-Dray Hiring Activity Repart
Dirug Testing

Faciliies and IT Security
Inprocessing

Mew Hire Report

ECQDS Access Expiration

Mew Hires Dus Diate for Forms

Reports Module on the Home Page

> 80-Day Hiring Activity Report: The 80-day Hiring Activity report is a tool to assist
Agencies in completing their 80-day Hiring report.

» Drug Testing: This report can be used to track drug testing requirements for new
hires.

» Facilities and IT Security: The purpose of this report is to provide Facilities and
IT Security with advance notice of a new hire’s arrival date and physical location for
the new hire’s work location.

> Inprocessing: HR Representatives use the In-processing report to monitor the
summary-level status of selectee employment documentation/forms. The report
provides a status whether a form is “In-work™ or “Submitted” by the selectee. It
also shows whether the report has been “Approved”, Sent to FPPS, or Completed
by HR.

» New Hite Report: The purpose of this report is to provide the appropriate
personnel the new employee’s contact and organization information.

» EODS Access Expiration: This report provides a comprehensive list of all new
hires whose access to EODS will expire within 15 days.

» New Hites Due Date for Forms: This report provides the HR Representative a
comprehensive view of selectees forms that are date-sensitive and when the form is
due.




Separations: To access Separations, click the “Launch” button in the module on the Home
Page. The Separations Module (Create Separations and Separations Reports) will be
discussed in detail in Chapter 4, Separations Module.

Separations

- Create Separations
- Separation Reports

Separations Module on the Home Page

Separations Template Library: To access the Separations Template Library, click the
“Launch” button in the in the module on the Home Page. The Separations Template Library
(HR Emails, HR Emails with Letters, Supervisor Emails, and Supervisor Emails with
Letters) will be discussed in detail in a section within Chapter 8, Template Libraries.

-[hpamﬁons Template Lihrary]—

HR Emailz

HR Emails with Letters
Supervisor Emails

Supervisor Emailz with Letters

Separations Template Library Module on the Home Page

SESSION TIMEOUT

The user is prompted 5 minutes before he/she is going to time out. Click “Stay Connected”
to remain logged in. Click “Log Out Now” to log out (user should save their work before
logging out). If there is no response to the prompt within 5 minutes, the user is automatically
logged out.




W our session is about to expire. You will be automatically logged out in 5
minutes.

If logging out, please save your data!

Log Out How Stay Connected

WTTS Session Timeout Warning




Chapter 2: Gains Module

OVERVIEW

This section provides information on how to: 1) monitor, track, and view processes by
viewing the Gains Dashboard and reports; 2) identify information required for input and
data required for data exchange between systems by viewing information required to
complete screen input, and 3) establish a clear delineation between the roles and
responsibilities performed in the Requesting Office, HR Office, and other system user roles.

THE DASHBOARD SCREEN

The Gains Dashboard shows vacancies and gains (new hires, transfers, conversions, or other
accessions) for the current fiscal year. The screen consists of tabs, columns, and windows.
Each is described below.

To access the Gains Dashboard, click the “Dashboard” hyperlink in the Gains content
frame on the WTTS Home Page. (see Figure below)

Fil Ve ety
Caaps b Sl

Dashboard

Do Tttt Maggnon®

Dashboard Hyperlink
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WTTS Dashboard

Following are descriptions of each numbered box referenced in the above figure:

1. Dashboard Type. There are three Dashboard types to choose from the “View
Dashboard Type” dropdown. After choosing the dashboard type from the
dropdown, left-click the “Go” button to load the selected Dashboard Type. The
system will remember which Dashboard Type the user chooses and it will remain
the default dashboatd type each time the user signs in until/unless a different
one is selected.




Dashboard Type

YWiew Dashboard Type

Workforce Planning | = |

Dashboard Type with Workforce Planning selected

»  Graph. This Dashboatrd Type (shown in the WTTS Dashboard graphic
above) is the default Dashboard Type when viewing the Dashboard for the
first time. Each individual graph will have a colored bar (a different colored
bar for each bureau to which the user has access) indicating in bar graph
form the number of records in each corresponding report status. There are
six graphs, one for the following Gain Report Types (In-work Gains,
Published Gains, Completed Gains, and Declinations) as well as Internal
Gains and External Gains.

> Hiring Status. 'This report displays the counts in their current WT'TS Status,
each status being a separate column in the report. Users with access to
multiple bureaus will see a row for each bureau. Use the scroll bar at the
bottom of the report window to scroll to the right or left to see all the Status
columns. The blue number in each column is a hyperlink indicating the total
number of records in that status. Left-clicking the number will direct the user
to a report for all records currently in that status.

(Dashboard Type

Type
View Dashboard Type

Hiring Status []

View By FY

2015 7] (25

In-work Gains

Published Gains Scroll Bar
Unused Records Report

Declinations

Completed Gains

Search Gains

Gains by WTTS Actions

COMPETITION 28
EXCEPTED APPOINTEE 5
GRIN TYPE - TED a7

MERITPROMOTION 31 Showing 1 to 10 of 11 entries
MILITARY DETAILEE 53

Hiring Status Dashboard Type

»  Workforce Planning. 'This report, as with the Hiring Status report, have
hyperlinks (blue numbers in the first two columns only) indicating the total
number of records in that status. Left-clicking the hyperlink will direct the
user to a report listing each of the corresponding transactions.




Dashboard Type
View Dashboard Type
Workforce Planning [~]
FY Reporting
View By FY
215t e
Gain Reports
in-work Gsins
Published Gains
Unused Recerds Report
Declinstions
Completed Gains
Search Gains
Gains by WTTS Actions
COMPETITION 20
EXCEPTED APPOINTEE 5
GAINTYPE - TED 97
MERIT PROMOTION 3
MILTARY DETAILEE 3¢
STEP CONVERSION 2
TRANSFER FROM OTHER |
AGENCY
InWork Gains 120
Published Gains 37
Delinquent Gains (in-work
ins within 14 days of EOD)

IND11010000000
SEGRETARY'S
IMMEDIATE OFFICE

IND11515010000

OFFIGE OF THE DIR (OF
INSULAR AFFAIRS
IND11515011000

POLICY DIVISION
IND11515012000
BUDGET AND GRANTS
MANAGEMENT DIVISION
IND12020000000

ASST SECY-LAND &
MINERALS
IND13030100000
GENTRAL UTAH PROJEGT
IND18080000000

NATL INDIAN GAMING
COMMISSION
IND19960266901

IND19960566100
OFC OF THE DIREGTOR,
INTERIOR BUSINES

IND19960566400
HUMAN RESOURGES
DIRECTORATE.

100%

100%

100%

100%

»  Initiated, Status “1” (Column 2). The results of this column, are records
with status “I” (Initiated). It excludes records with status “W”’
(Removed) and status “U” (Unused).

Workforce Planning Dashboard Type

= Reguest for Eligibles, Status “R” (Column 3). The results of this column

include records with the current status of “R” (Request for Eligibles)
as well as records with status “R” in their status history. It excludes
records with status “W”” (Removed) and status “U” (Unused).

*  Columns 4, 5, 6, and 7. These columns are computations as shown in
the header or a derivation from the Official Offer Accepted Date

being populated.

2. FY Reporting. Use the “View By FY” dropdown to choose the fiscal year that

will show on the Dashboard reports.

3. Gain Reports. There are six types of Gains Reports. (These can also be
accessed from their corresponding hyperlink on the WTTS Home Page). They
are as follows:

FY Reporting

Wiew By FY

2015[~|[[eo ]




—|Gain Reports I

In-wark Gains
Published Gains
Unused Records Report
Declinations

Completed Gains
Search Gains

»  In-work Gains. This is a summary report showing the current fiscal year status
of projected gains and gains that are in process.

»  Published Gains. 'This is a summary report showing the current fiscal year
status of all published gains. The Published Gains report is a summary of
positions after a selection has been made and the new hire has been provided
information for accessing the on-line forms through the EODS.

»  Unused Records Report. This is a summary report showing the records that have
been marked “Unused” within a given fiscal year.

»  Declinations Report. 'This is a summary showing the current fiscal year
declinations.

»  Completed Gains. 'This is a report showing the current fiscal year status of all
completed gains. Completed gains are records that are ready for close-out
and all information has been submitted to external systems.

»  Search Gains. 'This is a powerful search tool which can be used to search for
records throughout the system. For example, if you only have the WTTS ID
and nothing else, you can enter the ID and search all reports for all fiscal
years to locate the record.

Gains by WTTS Actions. Displays gains by recruitment method selected when
the initial fill vacancy was created. (The number of declinations is excluded).

This window can be minimized by clicking on the “-” in the upper right-hand
corner.
—[Gains by WTTS Actiuns}

COMPETITION 29
EXCEPTED APPOINTEE  §
GAIN TYPE - TED 96
MERIT PROMOTION 31
MILITARY DETAILEE 55
STEP COMVERSION 2
TRANSFER FROM OTHER
AGENCY




5. Gain Stats. Categorizes the total number of current gains that are in-work,
published, completed, and delinquent.

Gain Stats

In-Work Gains 121
Published Gains 37
Declinations 11
Completed Gains 2

Delinquent Gains (In-work

gains within 14 days of EDOD)

6. Gains by Employee Type. Graphical display of gains by employee type (i.e.,
term, full time permanent, etc.).

Gains by Employee Type]

FCIP 54
FTP KT
TEMF APPT 23

7. Selected Source Type. Categorizes the source of hires as either External or
Internal.

Selectee Source T].rpe]

EXTERNAL 108
INTERNAL 3

8. Graphical display (Graph, Hiring Status, or Workforce Planning). Changed
by choosing one of the three Dashboard Types, this provides a graphical or
numerical representation of the number of in-work gains, published gains,
completed gains, declinations, internal, and external gains.




MENU

BAR OPTIONS

The Menu Bar carries the headers throughout the WTTS application (see Figure below).
Depending on your role, you may see all or only some of these headers.

. Workforce Transformation Tracking System
: CWTTS F

Home . Workforce Planning Dashboard i

Fill Vacancy Reports »  Manage *  Feedback FAQs Help

Menu Bar

Following are the headers, from left to right, and their functions.

1.

Fill Vacancy. This tab takes you to the Create Vacancy screen. This is the first
screen in the fill vacancy sequence.

Reports. This tab takes you to the summary list of reports in the Gains module
(see previous description of reports).

Manage. Depending on your security access, this sub-module contains:
» Create/Modify/Delete User Account

» Modify Cross Servicing Account

» Locked User Account (unlocking EODS user)

» Manage Bureau Targets

FAQS. The WTTS user can click on the FAQs to get to the “Tips & Tricks for
WTTS/EODS’. Upon request, a WTTS user may submit a ticket to the Help
Desk to update the FAQs and/or Tips & Tricks with new information.

Feedback. This tab allows you to email the system manager.

Help. This tab allows you to access the WTTS User’s Guide.




SUMMARY REPORT SCREEN

The In-work Gains report provides quick access to hiring records (see Figure below). The
fields found on each of the reports (In-work Gains, Published, and Completed Gains) are
described below. Each report has a similar look and feel.
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Navigate to reports from the Dashboard by either clicking the title under “Reports” on the
WTTS Menu Bar or clicking the link to a report in the Gain Reports window.

Columns

There are 13 columns of data on the In-work Gains, Published Gains, and Completed Gains
screens (see Figure below).
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Columns and Tools

Additionally, WTTS uses tools, terminology, abbreviations, and various icons, all having
their own special meaning. They are as follows:




Send to FPPS .When there is a checkbox in this column, the record is available
to send to FPPS (all edits have been met). You may also click multiple boxes on
this screen to send several records to FPPS simultaneously. Note:
- The status will be “M” while the records are processing in the
background. You cannot send more than 15 records to FPPS at one
[ time. See the section on WTTS Status History for further
explanation.

Tools. This column has six “tool” icons:

-| Tools Legend

Move to Declination - |
Remowe Record
Copy Record

> Edit |E| opens a data screen where you can edit the record.

» 'The Move to Unused Report icon B allows the user to mark a record as
“unused” and move it to the Unused Records Report. The WTTS Status
History will be updated with “U — Unused.” The Unused Records Report has
the same functionality as all other Gain Reports (Search, Change FY, Export
to Excel). More information about the Unused Record Report can be found
in the “Unused Record Report” section of this chapter.

Note USAS Customers: Record marked “Unused” in USAS will also appear
on the Unused Records Report in WTTS.

e  Only users with the HR Role can mark a record as “Unused.”

e A User can only mark a record “Unused” within the In-Work Gains
report.

e The ability to mark a record as “Unused” is status-dependent. The
“Unused icon will not be available if a record is in one of the following
statuses:

¢ “§” (Selectee Provided)

¢ “T” (Selectee Info Sent to FPPS)




e “F” (FPPS Complete)

¢  “B” (Audited/Complete)

e An HR Rep is also unable to mark as record as “Unused” if it contains
selectee information. If selectee information is present within a record
that the user wishes to mark unused:

¢ Perform a Declination,
¢ Unpublish the record (if it is Published), then

¢ Complete the action on the In-Work Gains report.

» Use the Move to Declination icon l when a selectee declines the vacancy
offer. It removes the selectee’s information from the vacancy and leaves the
position information intact to be used for another selection. When the
“Move to Declination” button is pushed, a pop-up displays letting the user
know that the declination request has been sent to FPPS.

Declination Complete

Request for Declination sent to FPPS.
Processing will automatically complete,

0K

Declination Complete pop-up

e Real-time, FPPS removes the selectee-related information

e The record is moved to the In-work Gains Report in either Status
“E” or “N” (whichever status it was in prior to sending Selectee info
to FPPS).

e Information on the Position Info and Create Hire Action screens
remains intact, to include the FPPS Transaction Number.

e The WTTS status history is updated to reflect the Declination (the
following screen shot is for a record where two declinations were
processed).




View WTTS Status History

— | Status History
Status Anncmnt1 Vac1 Anncmnt2 Vac2 Status Date User ID
E - SENT TO eRECRUIT — COMPETITIVE 07/31/2014 12:43:35 NBCEMGO - GALAROWICZ, ELLEN
D - DECLINATION 07/31/2014 12:43:35 NBCEMGD - GALAROWICZ, ELLEN
T - SELECTEE SENT TO FPPS 07/21/2014 12:42:49 NBCEMGO - GALAROWICZ, ELLEN
E - SENT TO eRECRUIT — COMPETITIVE 07/24/2014 07:23:56 NBCEMGO - GALAROWICZ, ELLEN
D - DECLINATION 07/24/2014 07:23:.55 NBCEMGO - GALAROWICZ, ELLEN
E - SENT TO eRECRUIT — COMPETITIVE 08/12/2014 10:18:12 NBCJRED - ELKINS, JODY
R - REQUEST FOR ELIGIBLE 08/13/2014 09:58:01 NBCJRED - ELKINS, JODY
I- INITIATED 08/13/2014 09:52:43 NBCJRED - ELKINS, JODY

Status History showing Declination

» Use the Delete (delete record) icon &l to delete an erroneous vacancy
record. An additional pop-up window displays to ensure the user
understands if they click ‘ok’, the record will be permanently deleted. Note:
If the transaction has been sent to FPPS, the action must be manually deleted
from FPPS.

» Use the Copy icon = to create up to 25 copies of the same record. This
feature allows the manager/supetvisor or HR tepresentative to use an
existing vacancy to create multiple identical records. The user may send
multiple RFEs to FPPS when using the copy feature, however it is
recommended that only a maximum of 10 records be used when using the
‘Create Records and Send to FPPS’ feature.

e User’s may use this Copy feature one of two ways:

= Copy only is used to create multiple positions using an existing
record.

* Copy & Send RFE to FPPS is used to create multiple records and
send them in mass (or individually) to FPPS.

> Use the Audit icon |E| to complete the action in WTTS. The record must be
in Status ‘I [release for update (RLUP’d) in FPPS] before it can be audited.
Once a record has been audited, it moves from the Published Gains to the
Completed Gains report. The status will change from T to ‘B’ (Completed).

e The user may force a record to be ‘Audited’ to get forms to a
‘Completed’ status. The user will then be prompted with a “Warning”
pop-up message stating, “The Audit action you requested will mark
“Complete” ALL forms listed below”. Press ‘Cancel’ to go back to the
Gains Report or ‘OK’ to complete the action (see below).




IMPORTANT NOTE: If the user continues, as the pop-up warning says, ALL

the listed forms will be marked “Complete”. Once an Audit is complete, neither

you nor the new hire will be able to access any forms.

Audit/Complete WARNING

Do you wish to Continue?

The Audit action you have requested will mark "Complete™ all forms listed below.

Form Status Information

Form Description Form Status Status Date
Time Sensitive Forms
|SF-2817 LIFE INSURANCE ELECTION - FEGLI UNFILLED |08/15/2011
|SF-2809 HEALTH BENEFITS ELECTION FORM |UNFILLED |08/15/2011
Other Forms
|SF-3109 FERS ELECTION OF COVERAGE - PART 2 UNFILLED |08/15/2011
_'W-4 FORM 2011 FEDERAL INCOME TAX _'SUBI.TI'ITED _'03;0&2011
TSP-1 THRIFT SAVINGS PLAN ELECTION REVISED DEC 2010 UNFILLED |0&/15/2011
NRC ZERO TOLERANCE STATEMENT UNFILLED |08/0872011
|SF-3102 DESIGNATION OF BENEFICIARY - FERS UNFILLED 108/15/2011
B ok | B cancel |

Columns and Tools (cont'd)

Audit/Complete WARNING
The Audit action you have requested will mark "Complete” all forms listed below.
Do you wish to Continue?
Form Status Information
[' Form Description | Form Status [ Status Date
| Windows Internet Explorer . |
SF-2817 LIFE INSURAN! Da/152011
SF-2809 HEALTH BENE Da/52011
’— \ ? ) fre you sure you wank to mark "Complete” all of the forms listed? [
ha/15/2011 |
QK Canicel I 5&;0& 11
TSP-1 THRIFT SAVINGS | Dg/152011
[NRC ZERO TOLERANCE STATEMENT [UNFILLED [08/08r2011
[SF-3102 DESIGNATION OF BENEFICIARY - FERS [UNFILLED [oar1s2011

=} DKI E cancel |

Columns and Tools (cont'd)

e If the user clicks “OK?”, a second pop-up warning is displayed.




8.

9.

e  When the user clicks “OK” on the second pop-up warning, the record is
moved to the Completed Gains report with a Status = B (Complete).
Forms can no longer be viewed in WTTS or by the new hire in EODS.

Note: Clicking the “Cancel button” on either of the two screens above
CANCELS the action.
ID#. This is the WTTS-generated identification number.

Pay Plan/Occ Series/Grade. This field is populated with the Pay Plan/Occ
Series/Grade for the new hire.

Position Title. The position title.
Bur. The gaining Bureau.
SubBur. The gaining Sub-bureau.
Org. The gaining organization.

Selectee. The selectee’s name (or TBD if no selectee exists).

10. WTTS Status/Hiring Progress.

e  WTTS Status: This column contains a link to a record’s chronological status
history. The user can only sort this column by the WTTS Status.

e Hiring Progress: When a vacancy is created, this column has six icons that
remain visible as long as the required information in that section (tab/screen)
is incomplete. The icon disappears when that section is complete, meaning

all items marked with an asterisk (*¥) contain information. The six icons are as
follows:

° P Position Information
° E Create Hire Action

o U staffing/EOD Conditions

. ﬁ Security

. Selectee Information

11. PSTS Status. The selectee’s Personnel Security Tracking System (PSTS) status.




12. EOD. The official entry on duty (EOD) date.

13. Modified. This is auto-filled with the User’s name of the last person to modify
the record.

Delinquent Records
A “Delinquent” record has a Projected EOD date (displayed in the header on this report as
“EOD?”) that is within 14 days of the current system date. Delinquent records are

highlighted in yellow as a reminder to review the record (see Figure below). For example, if
the new hire’s projected EOD date has changed, edit the record to reflect that change.

EEBBEEE 10465 G5/0318/05 SECRETARY 02 NPS | M o114 TBD R - REQUEST FOR ELIGIBLE/ TEBD | NBC-TWO,
EEsoER TRAINING
ERREEA 10462 " TBD s0s| 939 60866100 TBD 1- INITIATED/ 05/03/2013 | PYLE, HENRY
PIEE soEER
EEREEEA 10461 GS/0025/05 PRNS-726-728 s0s| 99 60866472 | TBD R - REQUEST FOR ELIGIBLE/ TED ELKINS, JODY
EXREEE 10458 GS/0025/05 TEST 05| 20 20000000  TED R - REQUEST FOR ELIGIBLE/ TED GALAROWICZ,
-~ asiinat, S = PN e

Delinquent Records Detail

Export to Excel

All reports (In Work Gains, Published Gains, Completed Gains, Declinations, Search, and
all Special Program reports) have a new link to “Export to Excel” at the top and bottom of
each page (see Figure below). If you are exporting a report that has more than one page of
data, all the records are exported to the report.

==z Workforce Transformation Tracking System leare!

s
?@f‘g WTTS LastLog!
N !

+ FILL VACANCY + REPORTS +MANAGE +FAQS  +FEEDBACK +HELP

Home > FY 2013 Gain Dashboard > IN In-work Gains For FY 2013 {
Please wrait whie your request is processed.
Gains Reports.

Results 1- 50 of 484 FistPage 12345673910 LastPage b
Se cled (s H
Select ene or more rex up te 15 before clicking here. y
Export to Excel f
ERREEE 10469 GS/0218/05 SECRETARY 02 NPS | IM 0114 TED 1- INITIATED/ TED NEC-TWO, g
g o=l TRAINING i

EAREEE 10467 AA/DD06/01 23 AUGUST TEST 50s| 939 60866472  TBD w\ - REQUEST FOR ELIGIBLE/ TED AMSPACHER,

PIEE sDEEE STEWART

EABBEEE 10465 GS/0318/05 SECRETARY 02 Nes | M 0114 TED R - REQUEST FOR ELIGIBLE/ TBD | NBC-TWO, !
i ot it e s B e b bl A et FEEOTEEL s o st 1o o TEEING g T

When you click the link to ‘export’ your report; or, if you have saved the report and you are
opening it, you may or may not see the following pop-up (controlled by group security
policies) (see Figure below) and a small pop-up window in the background.




icrosoft Office Excel x|

' The File you are trying ko open, 'export.xls', is in a different Format than specified by the file extension, Yerify that the File is not corrupted and is
. from a trusted source before opening the file, Do you want to open the file now?

Yes | Mo | Help |

Export to Excel warning pop-up

> Click “YES” to continue

> If you click “NO”, the process will stop and you will need to close the pop-up

window manually.

You will need to adjust some column widths to see all cell data.

REPORT LEGENDS

The reports legend is an explanation for the various icons and symbols used throughout
WTTS. (see Figure below)

Workforce Transformation Tracking System You are logged in es: HENRY PYLE , IND198 (Multiple)
Last Login was: 01/16/2015 @ 11:24:35:AM

vV I S Skip Navigation

Logout

Fill Vacancy Reports

> Manage

>

Feedback

Home Gain Dashboard Published Gains for FY 2015

«[[ Hide/Show Change FY Reporting and Legends ]}

NOTE: If rformed h, th = 2
eateh el b e v e Edit Record El Position Information Pl Send to FPPS Error €El| CLEARED FOR ENTRY ON DUTY
report will default to the In-work Gain report Wove to Unused Report [T Greate Hire Action = Recard has notes €RI CANCEL RECEIVED
for the selected FY. +6 Deslination ™ Staffing/EOD Conditions | 50 €8] CANCEL SECURITY
ViewBy FY | 2015 Security = FR| STATUS FORMS RECEIVED
[l(e] Remove Record @ Selectee Information IC7 INVESTIGATION COMPLETE
Copy|Revon B $P| REQUEST SEGURITY PROGESS
AuditiComplete Record [ ]

FY Reporting. Defaults to current fiscal year. Can be changed to view data for
prior fiscal years.

Tools Legend. Provides a description of each edit tool icon.
Function Legend. Provides a description of each completion status icon.

Notification Legend. Shows icons used for an alert (locked EODS account,
error status).

e Note: The red “ITBD” indicates there is an etror on this record. When the
user clicks the hyperlinked red “!I'TBD”, an error message displays as shown
below (see Figure below).




Error Status Details X
|ERROR5TATUS—WI15 1D # 10445

Emor Status Information

Emor Status Date 08-20-2013
User ID NBCGEAD
Ermor Count 1
++ Error connecting to FPPS: Broker Error 1014 0936: Natural RPC Server returns: WS2Z91N1
Ermror Message 59553 NAT0936 Formatlength conflict in parameter 40 (Subprogram

WS291N1/FPSRC150/150/12)., NE=01 WS291N1 9999010

k Close Window j

ITBD Error Status Pop-up

5. PSTS Status Codes. Provides a description of the PSTS Status Codes.

GENERAL SCREEN INFORMATION

{Edit Record | Symbel Leg
[(SendRFE®FPFS | [ SendEODS eMails) | [ Send Seleciee infoio FFFS | {Required) | Required for saving record

Used for Hiring Progress Galculation
LS YN | Create Hire Action | Upload Doc || Staffing/EOD Conditions || Notes || Security || Selecteeinfo. || HirngDoc | Diversity # Required for Publishing

+ Required for Interface to PSTS

Position Number 1000000

Proposed Effestive Date " # 1011372012

OPM Position Title “#+ SYSTEMS AMALYST WITSID. 12285
- Pay Plan/Oce. 5
Gaining Functional Job Title S STEMS ANALYST ] = GSI0BE112

How will this Job be filled? Fosition Title SYSTEMS ANALYST

DeptiBur/SubburiOrg INMQ1MS/15010000
® 1-GAINTYPE-TBD Selectee TED
4 MILITARY DETAILEE =

(TS e (] &- TRANSFER FROM OTHER AGENCY

& - EXGEPTED APPOINTEE Record Details

22- COMPETITION

Gain Type GAIN TYPE - TBD
o= ENET B FE Created On 1011012014 11:48:29
© 32- MERIT PROMOTION TRAINING 03
ptiBureau/SubBureau| INID1/15 o il
™ sl Last Modified On 101102014 01:0223
Gaining Organization (Required) 15010000 - OFFICE OF THE DIR (OF INSULAR A ¥ | Last Modificd By TRAINING 03,
ASCTRO3
Fiscal Year (Required) 2015 =]
Line of Business (DOTIFAA) | Status
Position Allocation
WITS Status I- INITIATED
Procurement Integrity Actnd MO - POSITION 1S NOT SUBJECT TO THE PROC[ + | WTTS Error Status.
Cast Center Code. PSTS Status.

- PSTS Error Status.
Network Access Required

Network Access Required Hiring Progress
Position Information PI a0%
Work Schedule SELECT A WORK SCHEDULE =1 Create Hire Action 80%
Duty Station Code Staffing/EOD Conditions 5D 0%
Security Informati E3 %
Office Location o n o
Selectee Information 0%

Building:
Egermar Qffic= 1

General Screen Information

On the right side of each screen (see Figure above) four windows appear. They are described
as follows:

1. Symbol Legend. This frame is a legend for the symbols that appear next to many
fields.

(Required) indicates that the field is required.




A red asterisk (¥) indicates that the field is used for the hiring progress calculation.

A blue pound sign (#) indicates that the field is required for publishing.
A purple plus sign (+) indicates that the field is required for interface to PSTS.

2. Record Summary. This frame displays a summary of the unique identifiers to the
specific record.

» WTTS ID — The unique I.D. assigned to the record.

» Pay Plan/Occ Series/Grade — The Pay Plan, Occupational Seties and Grade of
the position.

» Position Title — The title of the position.

» Dept/Bur/Subbur/Org — The Department, Bureau, Sub-bureau, and
Organization codes.

> Selectee — The name of the Selectee.
» EOD - The projected Entry On Duty date.

3. Records Detail. This frame displays information on the following:
» Gain Type — Vacancy fill action type

Created On — Date the record was created

Created By — User ID of the person who created the record

Last Modified On — Date the record was last modified

YV V V V

Last Modified By — User ID of person who last modified the record

4. Status. This frame displays the WT'TS Status (see next section for status
definitions). If there is an error on the record, it is displayed beside the WTTS Error
Status field.

5. Hiring Progress. This frame displays the hiring progress percentages of each of the
tabs on the record (excludes notes). For example, the frame above displays 100%
next to Position Info because all fields marked with a red asterisk (*) have been
completed. However, note that the Create Hire Action screen is at 80% progress.
That is because there are still fields marked with a “*”” that have not been completed.

There are also incomplete fields on the remaining tabs, so their hiring progress percentage is
at 0%. Once all fields marked with a “*” are populated, the progress indicators will display
100%.

WTTS STATUS HISTORY

Wherever a status history hyperlink is available, the user may click it to activate a pop-up
window displaying a transaction history (see Figure below). The status for each line item is
indicated by the code in the Status Code column. If an error is indicated, click the
description to display the error message.




Status

 Status Code
F FPPS COMPLETE 041502011 PP2OGTG
T SELECTEE SENT TO FPPS 04142011 PP2OGTG
D DECLINATION 0411342011 PPZOGTG
D DECLINATION 0411302011 PP2OGTG
s SELECTEE PROVIDED 0411242011 PP2OGTG
C CERTIFICATES CREATED 041302011 PP2OGTG
A ANNOUNCED 041302011 PP2OGTG
P PROCESSING 041302011 PP2OGTG
| E SENT TO eRECRUMMENT 041202011 PP2OGTG
R REQUEST FOR ELIGIELE 041202011 PP2OGTG
] MASS SEND PENDING 04122011 PP20GTG
1 INITIATED 041 2/2011 PP20GTG

Close Window

WTTS Status History

Descriptions of the status codes are as follows:

1. WTTS Status. This status shows a history of the integration among WTTS, FPPS,
and the eRecruitment system. WTTS statuses are listed in the order in which they
occur. See Figure below for further explanation on each of the codes. A table
showing all statuses follows the codes and their descriptions:

>

>

I - INITIATED. Vacancy has been created in WT'TS but the position
information has not been sent to FPPS.

R — REQUEST FOR ELIGIBLE. This status is displayed when the requesting
office has initiated the create hire action in WTTS. Clicking the “Send to FPPS”
button on the Create Hire Action screen provides position information to FPPS
to generate the RFE. If there is a communication error between WT'TS and
FPPS, the FPPS Transaction Number on the Create Hire Action screen displays
“Error sending data to FPPS. The WTTS Status displays the previous status.

M — MASS SEND PENDING. The record(s) have been sent to FPPS and are
awaiting a response (transaction number) back from FPPS.

E —SENT TO eRECRUIT — COMPETITIVE. The SPO reviews the RFE and
initiates the vacancy announcement through FPPS by selecting the e-recruit
(PF06) function key. At this time, the status in WTTS is updated to an “E.” and
any changes the SPO makes to the RFE are sent to WTTS (the position
information is updated). This same action also generates a web service from
FPPS to eRecruitment with the vacancy information.

If the user is not going to issue a vacancy announcement for this position, click
the WTTS (PF5 button). This action sends a web service with any changes made
in FPPS back to WTTS. It also updates the WT'TS Status from “R” to “E”’.

Note: HR has one opportunity to send updated position information from
FPPS to WTTS and eRecruitment using either the (PF5) or PF6 buttons.

N — SENT TO WTTS — NON-COMPETITIVE. When the WTTS user selects
the 5 key in FPPS Blue Zone, the action is sent to WT'TS only. If the user is not




Y

YV V. V V

going to issue a vacancy announcement, click the WT'TS (PF5 button). At this
time, the WT'TS status is updated to an “N”.

P — PROCESSING. The status from the eRecruitment to WTTS. Once the HR
Representative selects the record in the eRecruitment system and begins working
the vacancy, the eRecruitment system sends WT'TS an updated status of “P” for
Processing.

A — ANNOUNCED. The status from eRecruitment to WT'TS when the
position has been announced/posted.

C — CERTIFICATES ISSUED. The status from eRecruitment to WT'TS when
the certificate has been issued to the selecting official.

S — SELECTEE PROVIDED. The status from eRectuitment to WTTS. After
a selection has been made and the formal offer has been extended and accepted,

the SPO sends the selectee information from eRecruitment to WT'TS.

U — UNUSED. This status can come from eRecuitment or is the HR Rep can
initiate the status in WT'TS. This status indicates that an announcement was not
used.

7. — The status from the eRecruitment system to WTTS. This status notifies the
WTTS user an announcement is closed.

X — The status from eRecruitment to WTTS. This status notifies the WTTS user
an announcement was cancelled (not currently in use).

O — The status from eRecruitment to WTTS. This status notifies the WTTS
user an offer was cancelled.

T — SELECTEE SENT TO FPPS. Status from WTTS to FPPS when the
selectee information has been sent to FPPS. (Note: Selectee information cannot
be sent to FPPS until the record has been “Published.” The “Send to FPPS”
button on the Hiring Doc screen is disabled until the record has been

“Published.”)

F — FPPS COMPLETE. This record is “Complete” in FPPS. The HR
Representative has “RLUP’d” the record in FPPS.

B — COMPLETE. The record has been “Audited” by an HR Representative in
WTTS.

D - Declination. Individual declined the position.
UTX — Manually ‘unlink’ an FPPS transaction number from an MGS announcement.

UHTX - Selectee is “Unhired” in Monster

DTX - FPPS transaction manually deleted




WTTS Status Codes

Ea
System
WITs Code Action Generating Transaction
Status Description Status Routing
I Initated A vacancy was created in WTTS but has not been sent to FPPS WTTS N/A
M Mass Send Pending User has elected to sent multiple transactions to FPPS (either via the WTTS N/A
copy function or from the In Work Gains Repart) )
R R;ﬁ]ﬁl;;tli‘or FPPS notifving WTTS it has received a Request for Eligibles FPPS EPPS to WTTS
E Sent to eRlelcrult FPPS mlmfymg WTTS the Request for Eligibles was sent to FPPS EPPS to eRecruit
Compettive eRecruit
N Sent to WTTS — FPPS notifying WTTS the Request for Eligibles was sent to WTTS FPPS FPPS to WTTS
Noncompetitive
P In-processing eRlecrullt noti fymg WTTS the HR Rep is processing a personnel eRecruit eRecruit to WTTS
action in eRecruit
1 1fying V 1t y i . .
A Announced zgzziﬁnoufy‘lng NTTS the position was announced in the eRecruit cRecruit to WTTS
C Certificates Created | eRecruitnotifying WTTS a CertReferral was generatedin eRecruit eRecruit eRecruit to WITS
g Selectee Provided zizziﬁ sending Selectee Info to WTTS. The auditis completein eRecruit cRecruit to WTTS
0 Offer Cancelled eRecruit notfving WTTS an offerwas cancelled eRecruit eRecruit to WITS
u Unused eRecruit notifving WTTS an announcement was not used eRecruit eRecruit to WITS
T SelectfelsPSSent to WTTS notifving FPPS it is sending Selectee information WTTS WTTS to FPPS
F FPPS Complete FPPS to WTTS [svnc after ransactionis released forupdate PSS FPPS to WTTS
B Complete Afterrecord hasbeen audited (completed) in WTTS WTTS N/A
D Declination Declination WTTS N/A
z WVacancy Closed | Vacancvis closed Monster Monster to WTTS
UTX Unlinked Manually “unlink™ an FPPS transaction number from MGS Monster Monster to WTTS
announcement
UHTX Unhired Selectee is “unhired” in Monster Monster Monster to WITS
DTX Deleted from TAS | FPPS wransaction manually deleted Monster Monster to WTTS

[=]
**%W- Deleted Removed. This status is not visible in WTTS; however, itis in the WTTS database meaning the status can be queried in the Datamart.

WTTS Status Codes




2. WTTS Error Status. Errors are indicated by red exclamation marks (!) or the word
“Error” displayed as a hyperlink (see Figure below). Following are the instances in
which these error indicators may be displayed:

EFABBEEE 7256 GS5/0201/05 PARK RANGER S0Ss 99 60866473 || MARTIN, KADEN R F - FPPS COMPLETE/ 02/26/2012  GOTO, GAYLE

Error Status

»  On the top of each of the Gain report templates (In-Work, Completed, and
Published), an FPPS error will be indicated as a red exclamation mark (!) along
with a red I'TBD (see Figure above). Click the red 'TBD, or if there is a name,
click the name to view the error.

»  When editing a record (In-Work, Completed, and Published), on the right side
of the screen there are several informational boxes. The “Status” box has a
“WTTS Status Error” field. If there is an error on the record that is being
edited, the word “Error” will be displayed as a hyperlink. Click on “Error” to

display the related message.




CoPY RECORD

The ‘Copy’ (@) record is used to create multiple records from an existing record. If a user
copies a record that has already been sent to FPPS, the ‘Copy Record’ feature is a powerful
tool. It copies everything from the ‘Position Info’ and the ‘Create Hire Action’ screens.
This eliminates manual data entry in WT'TS while creating multiple ‘like’ records. After the
‘Copy’ is completed, you may change any data (i.e. effective date) prior to sending the RFE
to FPPS. (Note: Use the scrollbar on the right side of the Copy Record screen to view all
fillable data.)

Copy Record
Copy the Following Record -
r Position Information
WITSID 12235

Dept Bur Subbur/Org [N 505 15/15010000
Position Number 1000000
Proposed Effective Date  10/13/2014
OPM Position Title SYSTEMS ANALYST
Gaining Functional Job Title SYSTEMS AMALYST
How will this Job be filled? GAIN TYPE - TED
Office Location Eldg: Rm:
Position Allocation
Procurement Integrity Act Ind MO =
Duty Station Code
Position Tenure
Pay Plan | G5 - GENERAL SCHEDULE (CH52, 5 US.C.)

—|Occupational Series 1 Code

L] i Series 1 | O i Series 1 Code: D361
Grade 1: 12
FLSA 1:

—| Occupational Series 2 Code

O i Series 2 | O i Seriez 2 Code:
Grade 2:
FLSA 2:

r Occupational Series 3 Code

o i Series 3 | O i Series 3 Code:
Grade 3:
FLSA 3

m

Full Performance Level 11
Pay Basis  PA - PER ANNUM

Copy the Record screen




FILL VACANCY — (REQUESTING OFFICE)

—| Gains
Fill Vacancy

Cashboard
In-work Gainz Repo
Publighed Gains Repo
Completed Gains Report
Unused Records Report

Declinations Report

Fill Vacancy Option from the Home Page
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Fill Vacancy Option from the Menu Bar

The Fill Vacancy option is the starting point for creating a vacant position. Fach time a

position is created information is entered and reported on the Gains Dashboard.

The “Requesting Office” (RO) has the role of creating the fill vacancy action.

Click “Fill Vacancy” on the Gains Module from the Home page or on the Menu Bar (see
Figures above) to display the Create Vacancy screen.

Supervisors may also find it helpful to use the Fill Vacancy to manage their projected
vacancies. Click “Fill Vacancy” and populate the number of positions on the Create Hire
screen and the “Proposed Effective Date” on the Position Information screen (follows the
Create Vacancy screen). This record remains in an Initiated status (“I”’) until it is ready to be
sent to FPPS.




CREATE VACANCY SCREEN FOR USERS WITH COMBINED
QUEUES (REQUESTING OFFICE)

After clicking the Fill Vacancy option on the WTTS Menu Bar, the Create Vacancy screen

appears (see Figure below).

Create Vacancy

Number of Vacancies (Required)

How will this Job be filled?

Gaining Organization (Reguired)

Fiscal Year (Required)

1

-| A Type

D Competitive

[C] Extemnal Merit Promation

[C] intemnal Merit Promotion

£ o

[ sStudent Vacancies

[T special Appointment Authorities
[T] senior Executive Senvice

Appoi Type

[T permanent

D Temporary

] Tem

O petail

D Temporary Promotion

[[] seasonal

[ summer

D Presidential Management Fellows
[T Recent Graduates

D Multiple Appointment Types
D Internships

[ intermittent

] icTaP Only

D Agency Employees Only

[ Tetewark

D Transfer from Anocther Agency
D Excepted Appointee

D Military Detailee

-|Gair|ing O izati
Department [N
Bureau SELECT A GAINING BUREAU
Subbureau  SELECT A GAINING SUBBUREAL
Organization  SELECT A GAIMING ORGANIZATION

(LI

2015 [+

Create Vacancy Screen

The Create Vacancy screen displays the following fields:

» Number of Vacancies. The number of vacancies provides the ability to create
multiple records as long as the vacancies are going to be filled using identical action
types (this means the actions are all the same type, i.e., all transfers or all hires), in
this field. The system creates shell records for the number of vacancies entered.
These records are not populated with dates from the existing record. As stated,
these are simply “shell” records.




This field increases the hiring progress indicator percentage.

» How will this Job be filled? The “action” for how this job will be filled (e.g., Merit
Promotion, Excepted Appointee, etc.).

e Announcement Type — Multiple Announcement Types can be selected.
Competitive, External Merit Promotion, Internal Merit Promotion, TBD,
Student Vacancies, Special Appointment Authorities, Senior Executive
Service

e Appointment Type — Multiple Appointment Types can be selected.
Permanent, Temporary, Term, Detail, Temporary Promotion, Seasonal,
Summer, Presidential Management Fellows, Recent Graduates, Multiple
Appointment Types, Internships, Intermittent, ICTAP Only, Agency
Employees Only, Telework, Transfer from Another Agency, Excepted
Appointee, Military Detailee

If how the job will be filled has not been determined, select TBD in the
Announcement Type section

This field increases the hiring progress indicator percentage.

» Gaining Organization. The information displayed is determined by your FPPS
security.

e Seclect the appropriate Bureau from the drop-down menu (this filters the
SubBureaus to those within the selected Bureau).

e Seclect a Subbureau from the available Subbureau’s in the drop-down list.
(This list is determined by the Bureau previously selected).

e Helpful hint: To quickly access an organization code, type the code into the
Select Gaining Organization box; otherwise you can scroll to the appropriate
org code

This field increases the hiring progress indicator percentage.
> Fiscal Year. Sclect a fiscal year for the vacancy. For example, if it is September

2013 and the vacancy is going to be filled in October, select FY2014 from the
dropdown.

This field increases the hiring progress indicator percentage.

The “Create Vacancy” button updates the information and creates a vacant position allowing
the entry of position information (see Figure above). Enter the information listed above and
click the “Create Vacancy” button, which brings up the Position Information screen. Note:




When you click “Create Vacancy” a WT'TS ID is assigned to the record and the WT'TS
Status is set to “I”” (Initiated).




WTTS TABS/SCREENS OVERVIEW

After clicking the “Create Vacancy” button on the Create Vacancy screen, the “Position Info
tab/screen becomes active, the first of nine tabs/screens for data viewing, data input, and
data exchange between systems. The tabs/screens, listed in order, are: Position Info., Create
Hire Action, Upload Docs, Staffing/EOD Conditions, Notes, Security, Selectee Info.,
Hiring Doc., and Diversity (see Figure below).

5w, Workforce Transformation Tracking System You are logged in as: HENRY PYLE, IN0189 (uiplc)
4 AE WTTS Last Login was: 08/26/2013 @ 12:04:29:PM
3 Skip Navigation
b S Logout
Home Gain Deshbosrd | Fill Vacangy Reports > | Msnage > | Fa@s Fesdbao: Help
— Edit Record Record Summary
[ sendrFEtarrrs | | Send Selactes Info ta PSTS. ] [ sendcopsemaiis | | Send Selectes Info to FPPS. ) WITTS ID 10482
Pay PlaniOco T80
Series/Grade
I Position Info. I Create Hire Action | Upload Doo | Staffing/E0D Conditions | Hotes | Security | Selectee info. | HiringDoc | Diversity
Position Title T8D
(Required) = Required for saving record - e
~ Used for Hiring Progress Calculation o aemota
# = Required for Publishing
i + = Required for Interface to PSTS
~ [ Record Detajls ————————————————

Figure: WTTS Tabs/Screens
EDIT RECORD BUTTONS

Each Tab/Screen has functional buttons on the top and bottom of each screen for
completing WTTS actions and navigating through the system.

Edit Record

[ SendRFEtoFPPS | [ SendtoeReouit | [ Send Selectee Info to FSTS | [ sendECDSeMais) | | Send Selectee Info to FFFS ]

Publish
Hiring Doc | Diversity -

Upload Doc | Staffing/EOD Conditions
R I I e I i P At e B el i Al 5 B ol T B il A i [ o,

PREVIOUS NEXT

Save | | Send AFEtoFPPS | | Send Sslectes Infoto PSTS | | Send EODS eMsills) | | Send Selectes Info to FRFS | | Puslish |

I Position Info. I Create Hire Action

Notes

Security | Selectee Info.

Edit Record Buttons on the Top and Bottom of each Tab/Screen

» Save — this button saves the information that has been entered into a record. Data
will not be saved automatically as the user moves from screen to screen. It is
important to save work periodically and before logging out of the system.

> Send RFE to FPPS — this button is used to send the position information to FPPS
and is covered in more detail in the “Send Position Information to FPPS” and the
“Create Hire Action Tab/Screen” sections of this chapter.

Click the “Send RFE to FPPS” button ONLY when you are certain the vacancy
request information is ready to go to FPPS.




Send to eRecruit — this button is only available to users with the HR Role and only
appears on the screen if the specific record is in status “N” (Sent to WT'TS — Non-
competitive). If a record was sent to WT'TS in FPPS, intentionally or by mistake, this
button allows the user to send the transaction to eRecruit from within WTTS.

When the user clicks “Sent to eRecruit”, a pop-up screen displays the information
that will be sent to eRecruit. If required data is missing in any field, a red TBD will
display in that data field on the pop-up. Clicking the red TBD will navigate the user
to that field on the appropriate tab for data entry.

A confirmation pop-up screen will appear after clicking “Send” on the “Send to
eRecruit” pop-up. The status of the record is now “E” (Sent to eRecruit —
Competitive) and the WTTS status history is updated.

Send Selectee Info to PSTS — this button will send the selectee information to the
Personnel Security Tracking System (PSTS). More information about WTTS web
services with PSTS can be found in Chapter 7.

Send EODS eMails — this button only sends either the “Welcome™ access emails or
“Additional Form” email(s) to the selectee/new hire. More information about
EODS emails can be found in the “Hiring Doc Tab/Screen” section of this chapter.

Send Selectee Info to FPPS — this button is used to send selectee information to
FPPS. More information about this button can be found in the “Send Selectee Info
to FPPS” section of this chapter.

Publish — this button publishes a record, providing selectee information for WTTS
Reports and populating the Published Gains report. More information about
publishing a record can be found in the “Publishing a Record” section of this
chapter.

Previous & Next — these buttons only appear at the bottom of the screen and allow
the user to navigate to the previous or next tab/screen. Work will not be saved
automatically when moving from one screen to the next. It is important to save
work periodically and before logging out of the system.

POSITION INFORMATION TAB/SCREEN (REQUESTING OFFICE)

The RO provides information about the position to be filled and enters data in fields that are
identified as required for publishing (fields annotated with “#”). TFields identified as required
for publishing on the Position Information tab (see Figure below) are mandatory for FPPS
to generate the SF52 RFE.




— | Edit Recor

Send RFE to FPPS

Send Selectee Info to FPPS

] [ ] (aubiisn]

Send EODS eMail(s)

J

Howr will this Job be filled

Dept/Bureau/SubBureau
Baining Organization [Required)
Fiscal Year [Required)

Line of Business (DOT/FAA)
Position Allocation
Procurement Integrity Act Ind

Cost Center Code

Network Access Required

Wiork Schedule

Duty Station Code

Pay Plan “#

Occupaticnal Series 1 Code *# +

Occupational Series 2 Code

Occupational Series 3 Code

Full Performance Level *
Pay Basis “#

Position Sensitivity "%+
Paosition Tenure

Computer/ADP Position

Key Personnel Indicator

Trainee

Supervisory Status Indicator ©

Supervisory Level

Required to Fill Out Financial Disclosure Form

Position Drug Testing Requirement * %
Bargaining Unit Status (BUS)

I Position Info. I Create Hire Action | Upload Doc | Staffing/EOD Conditions | Notes | Security | Selectee Info. | Hiring Doc | Diversity -
Position Number TED
I Proposed Effective Date “# 04/11/2014
I OPM Position Title "%+ FARK RANGER
l Gaining Functional Job Tite  TED
]

How will this Job be filled

1- GAIN TYFE - TBD
) 4 MILITARY DETAILEE

) &- TRANSFER FROM OTHER AGENCY
8 - EXCEPTED APPOINTEE

22 - COMPETITION

24 - STEF CONVERSION

@ 32- MERIT PROMOTION

IMOBMT

LLMT000000 - MONTANA/DAKOTAS, BLM

2014

[

SELECT A PROCUREMENT INTEGRITY AC”

— | Network Access Required|—————

SELECT A WORK SCHEDULE
SELECT ADUTY STATION CODE
S e

Building: 123

Reom or Office Number: 1

GS - GENERAL SCHEDULE (CH52, 5

= Series 1 Code

Series 1 Code *#+ 0025 - PARK RANGER

Advertised Grade Level 1 "# 05

FLSA 1 Exempt

—| o Series 2 Code

Series 2 Code 0025 - PARK RANGER

Advertised Grade Level 2 08

FLSA 2 Exempt

= Series 3 Code

Series 3 Code 0025 - PARK RANGER

Advertised Grade Lavel 3 07
FLSA 3 Exempt

07

PA - PER ANNUM

1 - NONSENSITIVE/LOW RISK.

YES D

x| ————

YES

2 No

@ no

2 - ALL OTHER FOSITIONS

2 - ALL OTHER FOSITIONS

=]
=]

| Required to Fill Out Financial Disclosure Form ‘

B - RANDOM DRUG AND ALCOHOL TESTING

[

SELECT A BARGAINING UNIT STATUS (BUS)

Select Competency T80 [

Send RFE to FFFS

] [ SendECDSeMailis) | | Send Seledee Info to FPRS.

Position Info. Tab/Screen




The following provides information and instructions on how to complete the Position Info
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Position Humber TBED

Proposed Effective Date *#
OPM Position Title “#+ TBD
‘Gaining Functional Job Title TEBD

— How wrill this Job be filled?

@ 1-GAIN TYPE-TBD

@) 4MILITARY DETAILEE

@) &-TRANSFER FROM OTHER AGENCY
Howr will this Job be filled | -
@) B-EXCEPTED APPOINTEE
@ 22-COMPETITION

@) 24-STEP CONVERSION

@) 32-MERIT PROMOTION

Dept'Bureaw SubBureau  [M/01/22

S S P R e e S P A P — s

Position Info Tab/Screen (cont’d)

Position Number. If you know the position number, enter it in the box; otherwise
leave the default ““TBD.” Once the information is received, edit the record and add
the position number (see Figure above).

This field is optional.
Position Description Content. This field supports automated staffing functionality.
Proposed Effective Date. Click in the field to open the pop-up calendar. Select a

day in the current month or scroll through the months using the arrow in the upper
right corner. Once you’ve identified the correct day, click to select.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

OPM Position Title. Enter the OPM position title.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage. This field is required for interface to PSTS.

Gaining Functional Job Title. If you know the gaining functional job title, enter
the title in this box; otherwise leave the default ““TBD.” Once the information is
provided, edit the record and add the title.

This field is optional.

How will this Job be filled? This field populates from data selected on the Fill
Vacancy screen (Create Vacancy tab). It can be updated, if necessary.

This field increases the hiring progress indicator percentage.




> Not to Exceed. This field supports automated staffing functionality.

» Dept/Bureau/SubBureau. This is derived from uset’s low level security.

This field is output only.

B T T e T T P P P P L PP

Gaining Organization (Required) LLMT000000 - MONTANA/DAKOTAS, BLM EI
Fiscal Year [Required) 2014 El
Line of Business (DOT/FAA)
Position Allocation
Procurement Integrity Act Ind SELECT A FROCUREMENT INTEGRITY ACT El
Cost Center Code [l\\g

| Hetwork Access Required

Network Access Required | | | vES

@ wa

Work Schedule SELECT A 'WCRK SCHEDULE

[

Duty Station Code SELECT A DUTY STATICN CODE

[ofes tosson]
Office Location | Building: 122

Room or Office Number: 1

PayPlan *# GS-GENERAL SCHEDULE [CHE2, 5 US.C) EI

— | Occupational Series 1 Code

Series 1 Code *#+ 0025 - PARK RANGER El
Advertised Grade Level 1 “# 05 El

FLSA 1 Exsmpt E
— | Oecupational Series 2 Code

Series 2 Code 0025 - PARK RANGER El
Occupational Series 2 Code EI

Dccupational Series 1 Code “#

Advertised Grade Level 2 08

FLSA 2 Exsmpt E|
— | Occupational Series 3 Code

Series 3 Code 0025 - PARK RANGER EI
Occupational Series 3 Code
Advertised Grade Level 3 07 El

FLSA 3 Exsmpt E|

Position Info Tab/Screen (cont’d)

» Gaining Organization. The Gaining Otganization populates from data selected on
the Fill Vacancy screen. If a change is required, select a new organization from the
auto-completing drop down. This field is required for Publishing. This field also
increases the hiring progress indicator percentage (see Figure above).

» Fiscal year. The Fiscal Year populates from data selected on the Fill Vacancy
screen. If a change is required, select a new fiscal year from the drop down.

» Line of Business (DOT/FAA). Used by the Department of Transportation
(DOT) for the PSTS interface.

This field is optional.

» Position Allocation. The Position Allocation field is a free input field limited to
seven alpha/numeric characters.
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Procurement Integrity Act Ind. This is a Yes/No indicator field. Choose “Yes” or
“No” from the drop-down.

Cost Center Code. A code up to 23 characters in length used for cost allocation
purposes. DOT Usage — CAN - A seven-character code that an agency will use for
cost classification purposes

Network Access Required. Indicator that identifies whether the employee will
requite system/network access to complete the duties of his/her job/assignment.

Work Schedule. The time basis on which an employee is schedule to work.

Shift Description. This field supports automated staffing functionality.

Part Time Hours. This field supports automated staffing functionality.

Total Number of Openings. This field supports automated staffing functionality.

Advertised Duty Station(s). Enter the Duty Station by typing the Duty Station in
the black field. The selection list of Duty Stations will narrow the more information
is typed. To add a Duty Station, click the “Add Duty Station” button after you have
entered an initial Duty Station.

Note: Although multiple Duty Stations can be associated with a WT'TS record, only
the first Duty Station is sent to FPPS.

You may also remove a duty station by simply clicking the “Remove” button next to
the Duty Station listed.

Office Location. If this information is available, enter the building and
room/office number, otherwise leave blank. This information is important because
it populates the Facilities and I'T Security report as well as the “Information about
my Job” tab for the selectee in EODS. As soon as this information has been

determined, update this screen and it will update the Facilities and I'T Security Report
and EODS.

This field is optional.
Pay Plan. A table of pay rates prescribed by law or other authoritative source that
establishes the basic pay rates for certain employees. Select a pay plan from the auto-

completing drop down.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

Occupational Series 1 Code (Series and Advertised Grade). This reflects an
employee’s occupational seties. If there are additional occupational seties/grades,
select them from the Occupational Series Code 2/Grade 2 and 3 fields respectively.
Click the auto-completing drop-down to choose the appropriate Occupational




Series. Either begin typing the Series number by Family to narrow your search, or
use the scroll bar to locate the appropriate series. Select the Occupational Series by
clicking on the correct series when it appears in the scrolling search.

o Series 1 Code. Select a series.
o Advertised Grade Level 1. Select a Grade

e FLSA. The status of a Federal civilian employee under the authority of Section
13 of the Fair Labor Standards Act (29 U.S.C. 213), as amended. Select either
“Non-Exempt” or “Exempt” from the drop-down. Note: This field is not
required for Publishing.

This field (Occupational Series 1 Code) is required for Publishing and increases the
hiring progress indicator percentage (see Figure above).

Occupational Series 2 Code (Series and Grade). This field can be used to enter a
second set of series and grade codes (e.g., interdisciplinary). If used, click the auto-
completing drop-down to choose the appropriate Occupational Series. Select a
grade from the drop down. Choose a FLSA type for Occupational Series 2 Code.

This field is optional.

Occupational Series 3 Code (Series and Grade). Same as Occupational Series 2
code.

This field is optional.
A Py A P Y A AAPAP T e .
Full Performance Level ~ 07 EI
PayBasis *# PA - PER ANNUM EI
Posifion Sensifivity “#+ 1 - NONSENSITIVE/LOW RISK El
Position Tenure | Select Position Tenwre |
Computer/ADP Position vEz | | L\\)
| Key Persennel Indicator
Key Personnel Indicator | (| vES
© no
]
Trainee * | @ vEs
© no

- e e

Position Info Tab/Screen (cont’d)

Full Performance Level. This is the grade at which the employee is considered at
full performance. Select a grade from the drop down.

This field increases the hiring progress indicator percentage.

» Minimum Salary. This field supports automated staffing functionality.




Maximum Salary. This field supports automated staffing functionality.

Pay Basis. Select a pay basis from the dropdown list.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

Position Sensitivity. The designation of the level of risk associated with a position.
Select a position sensitivity level from the dropdown menu.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

Position Tenure. Click the “Select Position Tenure” button and select the proper
radio button. If the user decides not to enter a Position Tenure and wants to clear
the chosen radio button, click “Clear Selection”.

e P -IDENTIFES A PERMANENT POSITION ESTABLISHED WITHOUT TIME
LIMITATION OR ESTABLISHED FOR A LIMITED PERIOD OF ONE YEAR OR
MORE OR A POSITION THAT HAS BEEN OCCUPIED FOR A YEAR OR MORE
(NOT NECESSARILY CONTINOUSLY BY THE SAME EMPLOYEE),
REGARDLESS OF THE INTENT WHEN THE POSITION WAS ESTABLISHED.

e T -IDENTIFIES A POSITION ESTABLISHED FOR A LIMITED PERIOD OF LESS
THAN ONE YEAR AND WHICH IS NOT EXPECTED TO BE OCCUPIED FOR
LONGER THAN ONE YEAR.

e X -IDENTIFIES A POSITION ESTABLISHED FOR A TERM POSITION THAT
CANNOT EXCEED 4 YEARS.

Computer/ADP Position. Determines whether a position meets the critetia
established in OMB Circular A-130 for designation as a computer position for
computer security purposes. This data element, when considered in conjunction with
the "Position Sensitivity" data element, is used to designate the National Security
Sensitivity of Positions.

Key Personnel Indicator. This identifies whether a position is a key position in the
event of a natural disaster.

Trainee. If this is a trainee position, click the “Yes” radio button; otherwise set to
“NO_”

This field increases the hiring progress indicator percentage.
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Supervisory Status Indicator © 8 - ALL OTHER POSITIONS El
Supervisory Level & - ALL OTHER POSITIONS El

| Required to Fill Cut Financial Disclosure Form |

Required to Fill Out Financial Disclosure Form * ’79 YES
© no

Position Drug Testing Requirement *# | E - RANDOM DRUG AND ALCOHOL TESTING EI
Bargaining Unit Status (BUS) SELECT A BARGAINING UNIT STATUS (BUS) E

Competency Select Competency Tao [

2 - = —

Position Info Tab/Screen (cont'd)

Supervisory Status Indicator. If this is a supervisory position, select a status and
level from the respective drop down list; otherwise leave the default set to 8-All
Other Positions (see Figure above).

This field increases the hiring progress indicator percentage.

Supervisory Level. This field is restricted to DOT and NASA only. If this is a

supervisory position, select a status and level from the respective drop down list;
otherwise leave the default set to 8-All Other Positions for both fields.

Required to Fill Out Financial Disclosure Form. If a financial disclosure form is
required, click the “Yes” radio button; otherwise, set to “No.”

This field increases the hiring progress indicator percentage.

Position Drug Testing Requirement. Select the appropriate drug testing
requirement from the dropdown list.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

Bargaining Unit Status (BUS). Select the appropriate Bargaining Unit Status for
this position.

This field is optional.
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Select Competency Tep [

— Ci

BUSINESS KNOWLEDGE DOMAIN
BUSINESS OPERATION COMPETENCY SUITE
I:‘ BUSINESS MANAGEMENT
KNOWLEDGE OF PRINCIPLES AND PRACTICES RELATED TO MANAGING THE INTERNAL/EXTERNAL
OPERATIONS OF A BUSINESS UNIT, SUCH AS A CENTER, TO ACCOMPLISH MISSION OBJECTIVES
AND GOALS EFFICIENTLY. INCLUDES ABILITY TC INTEGRATE PERFORMANCE GOALS WITH
BUDGET AND FINAMC

[[] PARTNERSHIP AND BUSINESS DEVELOPMENT
KNOWLEDGE. CAPABILITIES AND PRACTICES ASSOCIATED WITH THE EFFECTIVE TARGETING AND
ACQUISITION OF EXTERNAL FARTNERSHIPS AND BUSINESS OFPORTUNITIES, INCLUDING
FUNDING OFFORTUNITIES FOR PROJECTS AND FROGRAMS INCLUDES AN UNDERSTANDING OF

S THE AGENGY STRATEGY

FINANCIAL OPERATION COMPETENCY SUITE
I:‘ ACQUISITION AND CONTRACT MANAGEMENT
ASSOCIATED WITH EACH PHASE OF THE ACQUISITION AND CONTRACT MANAGEMENT LIFECYCLE
INCLUDING REQUIREMENT ANALYSIS. MARKET RESEARCH. ACQUISITION PLANNING AND
STRATEGY, SOLICITATION, FROPOSAL EVALUATION, NEGOTIATION, ETC

ENGINEERING AND TECHNOLOGY KNOWLEDGE DOMAIN
ENGINEERING OF SYSTEMS COMPETENCY SUITE

LEADERSHIF AND MANAGEMENT KNOWLEDGE DOMAIN

MISSION OPERATION § KNOWLEDGE DOMAIN
MISSION OPERATIONS COMPETENCY SUITE

SCIENCE KNOWLEDGE DOMAIN
SPACE SCIENCES COMPETENCY SUITE

B T e R p—— o A
Position Info Tab/Screen (cont'd)

» Competency. After clicking the “Select Competency” button, choose a
Competency for the position by clicking one or more of the check boxes next to the
listed Competency (see Figure above).

This field is optional.

This completes the Position Info Tab/Screen.

Note: While it is not necessary to save your work at this point, it is highly encouraged that
you save your work as you go by clicking on the “Save” button at the top or bottom of the
screen (see Figure below). Use the “Next” button at the bottom of the screen to move to the
Create Hire Action Tab/Screen or click directly on the Create Hire Action Tab at the top of
the screen. Using the “Next” button by itself wil/ not save your work.

1 SFAuE SLIEHLES Lohire kb ¢ Ul E |

[ sendrFEtFPPs | | Send Selectes Info to PSTS. ] [ sendEcDSeMaitis | | Send Selectes Info to FPPS | [Publisn |
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“Save” and “Next” buttons




CREATE HIRE ACTION TAB/SCREEN (REQUESTING OFFICE)

Jgﬁiﬁé Workforce Transformation Tracking System
g L WTTS

el
Home Gsin Dashbosrd  Fill Vacancy Reparts > Mansge > | FAQs Fesdback Help
— Edit Record
[save] [ sendmrEmrers | Send Selectee Info to PSTS. ] [ sendEcpsemais | Send Selediee Info to FPPS ] [[Publisn

(Required) = Required for saving record

* = Used for Hiring Progress Calculation
1 # = Required for Publishing

+ = Required for Interface to PSTS

Hide/Show

Is This Position Already Classified
© ves

Is This Position Already Classified |

If Yes, Date Position Description was
Reviewedipdated

If Na, Date Draft Position Description Received in HR

Date Preliminary Classification Completed

You are Ingged in as: HENRY PYLE, ND189. !

Last Login was: 08/27/2013 @ 11:47:40:AM
Skip Navi
— Record Summary
WITS ID 10462
Pay Plan/Occ.
SeriesiGrade TEe
Position Title TED
DeptiBuri Subbur/Org 14/01/58/60368
Selectee TED
EoD 091042012
— Record Details
Gain Type GAIN TYFE -
Created On natzvzowwi
Created By PYLE, HENR®
Last Modified On 0812620132 0
Last Modified By PYLE, HENRY,

Create Hire Action Tab/Screen

As mentioned before, fields with a “#” (blue pound sign) are required to send the record to
FPPS. The first section of the Create Hire Action Tab/Screen has a “Hide/Show” button
that can be clicked to hide or show the section to optimize screen space. (See figure below).

— Edit Record

[ sendRFEtFPPS ] | Send Selectee Info to PSTS ] [ sendECDSeMailisy | | Send Seledtee Info to FPPS ] [[Pustish |

Staffing/EOD Conditions | Notes | Security Selectee Info.

I Position Info. | Create Hire Action | Upload Doc

(Required) = Required for saving record
* = Used for Hiring Progress Calculation
# = Required for Publishing

+ = Required for Interface to PSTS

e

Is This Position Already Classified
Is This Position Already Classified |

If Yes, Date Position Description was
Reviewed/Updated

If No, Date Draft Position Description Received in HR
Date Preliminary Classification Completed
Final Classification Date

Source Documentation Complete B
(e.0. SF-52, IPA agreement, etc) *© 5O

Emergency Response Official

Emergency Response Official | | YES
@ no

Emergency Response Official Type SELECT AN EMERGENCY RESFONSE OFFICIAL TYFE

e et i A . O S P

Create/Hire Action Tab/Screen (cont’d)

To complete the Create Hire Action tab enter data according to the following field

descriptions:

> Is This Position Already Classified. Used to document whether or not a classified

position exists.

This field is optional.




If Yes, Date Position Description was Reviewed/Updated. Enter the date the
position was reviewed/updated.

This field is optional.

If No, Date Draft Position Description Received in HR. Enter the date of when
the draft position description was received in HR.

This field is optional.

Date Preliminary Classification Completed. Enter the preliminary classification
date.

This field is optional.
Final Classification Date. Enter the date of when the classification was finalized.
This field is optional.

Source Documentation Complete. Used to document attributes associated with
the position not typically captured in FPPS.

This field increases the hiring progress indicator percentage.

Emergency Response Official. Used to determine whether or not this position is
an Emergency Response Official.

This field is optional.

Emergency Response Official Type. A dropdown selection of emergency
response official “types.”

This field is required if Emergency Response Official is “Yes”.

Budget Approval Received
Budget Approval Received ’7‘1:3 YES
@ no

Date Budget Approval Received

Requesting OfficialiHiring Official “# SELECT A REQUESTING OFFICIALIHIRING OFFICIAL El

Requesting Office *

FPPS SF-52 Contact Hame ~#

Contact Phone Number *#

e e e ek bt ok b a et Amtat Sy B it |

Create/Hire Action Tab/Screen (cont’d)

> Budget Approval Received. When filling vacant positions, this field can be used to

support the Budget Approval process.

This field is optional.




Date Budget Approval Received. Use the calendar icon to display a pop-up from
which to select a date for when the Budget Approval was received.

This field is required if Budget Approval Received is “Yes”.

Requesting Official/Hiring Official. The person with responsibility for oversight
of the position. Select the Requesting/Hiring Official from the auto-complete/type
ahead list. Start typing the supervisor’s name (at least 3 characters) and names will
begin to appear in the window. The person selected will receive this transaction in
their FPPS CHNG queue (see Figure above).

NOTE: If the user receives the FPPS error “Command undefined or unauthorized
for your use”, the person selected does not have the appropriate authority to either
request or authorize the transaction in FPPS.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

Requesting Official/Hiring Official Email Address. Enter an email address for
the Requesting Official/Hiring Official. This field will auto-populate if the
Requesting Official/Hiring Official work email address is populated in FPPS. If this
field is blank after entering a Requesting Official/Hiring Official, you can enter data.

Requesting Office. This field is auto-filled dependent on the Requesting
Official/Hiring Official in the previous field. It is not populated until you petform a
“Save” on the record. When the record is saved, this field will auto-populate. This is
the organization responsible for initiating the process to fill a vacancy. The
requesting office is responsible for providing the elements of the position being
requested and generates the create hire action for the RFE.

This field increases the hiring progress indicator percentage.
FPPS SF52 Contact Name. This is the person to be contacted by the SPO if there
are questions regarding the RFE. This individual is the same as you would normally

enter in FPPS in the Contact Name block.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

Contact Phone Number. Enter the Contact’s name and telephone number.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.




5F-52 Notes 1

5F-52 Notes 2

SF-52 Notes 2

SF-52 Notes 4

Ar| A a0

FPPS Transaction Number

— Humber 1

Announcement Number 1~
Vacangy ID 1

®
Anncuncement Humber 1 Opened

Closed
Asea of Consideration El

— Number 2

Announcement Number 2
Wacancy ID 2

Announcement Number 2 Opened

Closed
Area of Consideration E|

By e

B 4 b B g A et AR, . s i i

Create Hire Action Tab/Screen (cont'd)

SF52 Notes (1, 2, 3, and 4). The Requesting Office enters notes for the HR
Representative. The notes will be visible in FPPS (Notes screen) as well as on this
screen. The SPO can also enter Notes in FPPS and they will be sent back to WTTS
for the RO to view (see Figure above).

FPPS Transaction Number. This number is received back from FPPS once the
RFE has been generated in FPPS.

These fields are optional.

Announcement Nbr 1/Vacancy ID 1 /Opened/Closed/Area of Consideration

And

Announcement Nbr 2/Vacancy ID 2 /Opened/Closed/Atrea of
Consideration

The Vacancy IDs and Area of Consideration are populated by eRecruitment (i.e.
OPM’s USA Staffing, Monster’s Hiring Manager). The vacancy ID fields are fields
strictly used by eRecruitment and are protected fields in WTTS. These fields allow
eRecruitment to automatically link records to an existing vacancy when making
multiple selections. The Open/Closed dates can be manually input by user. The Area
of Consideration can be manually selected from a drop-down menu if it is not pre-
populated from the TAS. These are optional fields for input. However, this
information is very useful for supervisors/managers. These dates are also used in
the 80-day Hiring Activity Report.

Note: If the custom text field is used in USAS, the Area of Consideration will be
populated with “Other” and the custom text will be displayed in the Other Area of
Consideration field.




If Announcement Nbr 1 is populated, it increases the hiring progress indicator
percentage on this screen.

Note: If you have entered information on the Create Vacancy screen, you must click
the “Save” button before clicking the “Send RFE to FPPS” button.

Click the “Send RFE to FPPS” button ONLY when you are certain the vacancy
request information is ready to go to FPPS.

This completes the Create Hire Action Tab/Scteen.

Note: While it is not necessary to save your work at this point, it is highly encouraged that
you save your work as you go by clicking on the “Save” button at the top or bottom of the
screen (see Figure below). Use the “Next” button at the bottom of the screen to move to the
Upload Doc Tab/Screen or click ditectly on the Upload Doc Tab at the top of the screen.
Move back to the Position Info Tab/Scteen by clicking the “Previous” button or by clicking
the Position Into tab at the top of the screen. Using the “Next” button by itself will not
save your work.

.. S - |
| i:[ Send RFE to FFPS ]| [ sendSelecteeinfotoPSTS | [ SendEODSeMsils) | [ Send SeledteeinfotoFPPS | [ Publish |
Lottt o b e i 0o omian - TSI

“Previous”, “Save”, “Send RFE to FPPS”, and “Next” buttons

SEND POSITION INFORMATION TO FPPS (REQUESTING
OFFICE)

The “Send RFE to FPPS” button is located at the top and bottom of each tab. The record
cannot be sent to FPPS until all required information has been completed. If a required field
is not populated, it will be indicated on the pop-up with a red “TBD”. In this case, the only
active button will be “Cancel.” (See Figure Below)




ires Information to FPPS

You are about to send the following hires information to FPPS.

Al fiekds marked as * are required.

— Position Information

wITS I
Job Title
OPM Position Title ™

Gaining Organization *

Pay Plan*

Occupational Series 1 *

Occupational Series 2

Occupational Series 3

€02668100

TBD

[— Occupational Series 1 Code
Ocoupstional Series 1 Code ™ TBD
Grade 17 TBD

FLSA 1: TED

— Occupational Series 2 Code
Occupstional Series 2 Code: TBD
Grade 2: TBD
FLSA 2: TBD

— Occupational Series 2 Code
Occupational Series 2 Code: TBD
Grade 3: TED
FLSA 3: TBD

mn

Cancel

Send Position Information to FPPS disabled

Once the “Send RFE to FPPS” button is clicked, a pop-up window is displayed to confirm
information and the option to “Send” becomes available (see Figure below). You may also
close the window, which cancels the send action.




Sel s Information to FPPS

You are about to send the following hires information to FPPS. it

All fields marked as ™ are required

— ition Information
WITS ID* 10462
Job Title  TBD
OPM Position Title © BEE KEEFER
Department * 1N
Bureau© 503

mn

Subbureau ® 92
Gaining Organization © 50888100
Pay Plan® GS - GENERAL SCHEDULE (CH52, 5 U.S.C))

[— Occupational Series 1 Code
Occupational Series 1 Code *: 0007
Grade 1% 04

FLSA 1: Non-Exempt

Occupational Series 1 ©

— Occupational Series 2 Code
) ) Qccupational Series 2 Gode: TBD
Oceupational Series 2 | - 0 o

FLSA Z: TBD

— Occupational Series 3 Code
‘QOccupational Series 2 Code: TBD
‘Occupational Series 3 Grade 2: TBD

FLSA 2: TBD =

Cancel Send

Send Position Information to FPPS

After the data is sent, FPPS sends back a transaction number that is displayed in the FPPS
Transaction Number field. Also, the WTTS Status is updated to “R” (Request for Eligible
acknowledgement sent from FPPS to WTTS). NOTE: Once the web service to FPPS is

successful, the transaction cannot be “re-sent.”

Additionally, when the FPPS transaction number is received by WTTS and the status is
updated to an “R”, a button will appear which provides a dynamic link to allow the user to
login to Web FPPS (see Figure below).

1

5F-52 Notes 2

1

\

5F-52 Notes 4

FPPS Transaction Number | 20130172852 Login to Web FPFS | /

J— Anncuncement Number 1

*

- Y e - e A it e e B e el e Bt o )

1

Button to Web FPPS enabled




RECRUITMENT REQUEST INFO TAB/SCREEN

The fields on this tab are optional for input. They are not cleared when a declination is
processed.

- Edit Record

[[SendRFEwFPPS | [ SencEODS eMsifs) | [ Senc Seleciee infoto FPPS | [ Publish |

Position Info. Create Hire Action Recruitment Request Info. Upload Doc Staffing/EOD Conditions Notes Security Selectee Info.

| Hiring Doc I Diversity |

Request Type SELECT 4 REQUEST TYPE =1
Froposed Announcement Open Date

Proposed Announcement Close Date
Qualifications Summary

Education Level SELECT AN EDUCATION LEVEL =1
ISCED Education Level
Program/Degree Name =
Minimum Age Requirement
Maximum Age Requirement

License Type

Ar 4w

Language Requirement
Travel Percentage SELECT A TRAVEL PERCENTAGE El
Travel Preference Desc
Relocation Assistance Authorized SELECT 4 RELOCATION ASSISTANCE AUTHORE'
Relocation Assistance Desc

Available for Telework SELECT AN AVAILASLE FOR TELEWORK =1

Additional Information

PREWVIOUS MEXT

[SenaRFEwFPPS | [ Send ECDSeMails) | | Send Selectes infoto FFPS | [ Publish

Recruitment Request Info Tab

» Request Type. Select a request type. This field supports automated staffing
functionality.

» Proposed Announcement Open Date. Choose a date from the calendar pop-up.
This field supports automated staffing functionality.

» Proposed Announcement Close Date. Choose a date from the calendar pop-up.
This field supports automated staffing functionality.

Qualifications Summary. This field supports automated staffing functionality.

Education Level. Select an Education Level from the drop-down. This field
supports automated staffing functionality.

ISCED Education Level. This field supports automated staffing functionality.

Program/Degree Name. This field supports automated staffing functionality.




>
>
>
>
>

v

Minimum Age Requirement. This field supports automated staffing functionality.
Maximum Age Requirement. This field supports automated staffing functionality.
License Type. This field supports automated staffing functionality.

Language Requirement. This field supports automated staffing functionality.

Travel Percentage. Select a percentage from the drop-down. This field supports
automated staffing functionality.

Travel Preference Desc. This field supports automated staffing functionality.

Relocation Assistance Authorized. Select “Yes” or “No” from the drop-down.
This field supports automated staffing functionality.

Relocation Assistance Desc. This field supports automated staffing functionality.
Although this field is optional, it becomes required if the “Relocation Assistance
Authorized” field is populated.

Available for Telework. Select “Yes” or “No” from the drop-down. This field
supports automated staffing functionality.

Additional Information. This field supports automated staffing functionality.

UPLOAD DoC TAB/SCREEN

The HR User may upload/attach up to five documents/files (which is optional). It is
important to note that the documents uploaded are NOT sent to FPPS (see Figure below).

VYV VYV

—| Edit Record

[ ssve | [ SendRFEtoFPPs | [ SendSelectesIniotoPSTS | [ Send EODS eMaifs) | [ Send Selectee Infoto FPPS | [ Publish |

Position Info. Create Hire Action Staffing/EOD Conditions Notes Security Selectee Info. Hiring Doc Diversity

Aftaching documentsiiles is optional. You may attach up to five documents, one at a time. These documentsffiles are NOT sent to FPPS,
Please Note:

Document/File size limit: 1 MB

Document/File type allowed: .txt, .pdf, .jpg, .Aif, .gif, xls, xlsx, .doc, .docx

Erowse for file

ik =il S - e i, Rl

Upload Docs Tab/Screen

Uploading (attaching) documents or files is optional
You may upload (attach) up to 5 documents or files - one at a time
Each document or file is limited to 1 mb in size

Document or file types allowed are: txt, pdf, jpg, tif, gif, xls, xlsx, doc, docx




NOTE: These documents are not sent to FPPS

Steps to upload a document:

1. Click the Browse button to locate the document or file to upload (see Figure below).

—|Edit Record

[ save | [ SerdRFEtcFPPS | | Send SelectesIniotoPSTS | [ Send EODS eMsifs) | [ Send Selectee info 1o FPPS | [ Publish |

Position Info. Create Hire Action Uplead Doc Staffing/EOD Conditions Notes Security Selectee Info. Hiring Doc Diversity

Please Note:
DocumentiFile size limit: 1 MB

Erowse for file

Aftaching documents/files is optional. You may attach up fo five documents, one at a time. These decumentsffiles are NOT sent to FPPS

d: .txt, .pdf, .jpg, .tif, .gif, xls, .xIsx, .doc, .docx

——

A St 5 G it .

Upload Doc Tab/Screen (cont’d)

2. Browse for file.

e |
k https://wttstrn.nbc.gov/WTTS/admin/gains/| _editFileUpload.cfm?nWk7zadwrEloL...

Upload Doc Tab/Screen (cont’d)

3. Locate file to upload; select by clicking;

& Choose File to Uplaad

gﬂg)v| Desktop »

7 Favorites
Bl Desktop
& Downloads

1= Recent Places

4 Libraries
@ Documents
Js Music
[ Pictures

EE videos

S ST S

Organize « MNew folder

* @]PRN-697 Test

{
& Publish Pop-up PRN-722 g
Release 12.2e and 12.3 Testing - Shortcut ¢
g

[‘E‘J Remove_initials_OF-306_Attachment_PR é
L

b

Pl

ERI 20-97 Input Change 13-2
FE/RI20-97 Input Change 13-2
'@ RI 20-97 May 2013 508_unlocked
[l R1 20-97_EODS
FHR120-97_EODS

|| sample document

¢
)

5F-813 Ch
ZISTE3 Changes, 3

e S

Upload Docs Tab/Screen (cont’d)

4. Click the “Open” button




@ RI 20-97 May 2013 508_unlocked |i=| 5t George

(@] R120-97_EQDS [#) StarTeamCP

FRI120-97_EODS [# Studio

| sample document @] Supervivor_Test env [pas)

@J 5F-813 Changes @ Supply Order 2013-04-23

/SF-813 Changes @) Ten Qualities

@ sf813 revised April 2013 with comment @Ten Qualities

4 LI 3
1ame: sample document - [A”F”?j fE=2) v]

’ Open Iv] ’ Cancel ]

Upload Docs Tab/Screen (cont’d)

5. The file name will appear in the document name window.

= |
a@ hups:&mmnbc.gw;wrrsfadmwaawﬁﬂ:E_euﬂmeuEmmn?nmmdehL.. [

— Upload File
C:\Users\hpyle\Desktop\sample document. bt

Upioad |

Upload Doc Tab/Screen (cont’d)

6. Click the “Upload” button

e |
[ htpsy//witstrn.nbc.gov/WTTS/admin/gains/popUp_editFileUpload cfm?nWk7zadwrEloL... Y e

document bet




Upload Doc Tab/Screen (cont’d)

7. 'The file name, name of person who uploaded the document/file, and date the
document/file was uploaded ate displayed.

[ Edit Record|
[ Save ] [ Send RFE o FRPS ] [ Send Selectes Info to PSTS ] [ Send EODS eMail(s) ] [ Send Sef
Position Info. Create Hire Action Uplead Doc Staffing/EOD Conditions Notes Security Selecte
—| Uploaded Files
Aftaching documents/files is opfional. You may attach up to five documents, one at a time. These documentsffiles are NOT ze
Please Note:

Document/File size limit: 1 MB
Document/File type allowed: .txt, .pdf, Jjpg, .iif, .gif, .xls, .xIsx, .doc, .docx

Browse for file
Files

Document/File Uploaded By Date Uploaded Remove
test pm-869.bxt MECHWRO - HENRY FYLE 031172015

Upload Doc Tab/Screen (cont’d)

To view the file, click the file name (it is a hyperlink).

» 'To remove the file, click the “Remove File” button. You will receive a warning pop-
up. Click the “OK” button to continue and remove the file. Click the “Cancel”
button to return to the previous screen (the file is not deleted).

STAFFING/EOD CONDITIONS TAB/SCREEN

The Staffing/ EOD Conditions Tab/Screen (see Figure below) is used to document
important elements associated with the hiring process.




Position Info. Create Hire Action Upload Doc

Staffing/EOD Conditions I

Diversity _

Notes | Security | Selectee Info Hiring Doc

Date Request Received in HR Office " #

Date Job Analysis/Assessment Confirmed ~
{Only if Vacaney ID 1 or Vacaney ID 2 is present}
Certificates 1

Certificates 2
Date HR Issued Cert

Date Interview Completed

Date Cert SignediReturned to HR
Verbal Offer Made *

Date Tentative Job Offer Accepted *
Date 1458 Approved

Work Email Address

Work Phone Humber

YRPF Effective

HR Remarks

Include for 80-day hire Reporting * #

Reason
Offer Letter Mailed Date *
Date Official Offer Accepted

Projected Entry On Duty Date * #
eVerify for Employers.

Physical Entry On Duty Date *# &

(Required) = Required for saving record
* = Used for Hiring Progress Calculation
# = Reguired for Publishing

+ = Required for Interface to PSTS

| 4

© ves

@

Include for 80-day hire Reporting
’7 NO

|

SELECT A REASON

]

09/04/2012

09/02/2012

(— Report To (For First Day Arrival)
ReportTo “# | Builging:
{For First Day Arrival)
Room:
Federal Used * | Select Federal Flexibilities Used | ten 1

Enhanced Leave Justification Complete *

Superior Guals Justification Complete *

Bonus Documentation Complete *

Hide/Show EOD Condtions |

[~ Enhanced Leave Justification Complete
) ves
D no

1

[ Superior Guals Justification Compiete—
O wes

@ no

I Bonus Documentation Complete —
) ves

@ no

Cl

[ ]

Staffing/EOD Conditions Tab/Screen

The fields of the Staffing/ EOD Conditons Tab/Screen ate described below:

» Date Request Received in
received in HR.

HR Office. This is the actual date the RFE was

This field is required for publishing. This field also increases the hiring progress
indicator percentage.




Date Job Analysis/Assessment Confirmed. This is the date the HR office
receives the job analysis/assessment used to generate the vacancy announcement.

This field is required for publishing.

Certificates 1. The certificate number for the vacancy announcement. The
certificate number is issued and provided by the eRecruitment system. The HR
Representative may also enter the number(s) (see Figure above).

This field is optional.

Certificates 2. If there is an additional certificate, the number is displayed here.
The HR Representative may also enter the number(s).

This field is optional.

Date HR Issued Cert. The date HR provides the certificate to the
supervisor/managet.

This field is optional.

Date Interview Completed. Enter the date that the selectee interview was
completed.

This field is optional.

Date Cert Signed/Returned to HR. This is the date the Selecting Official returns
the Certificate to HR.

This field is optional.

Verbal Offer Made. The date when the unofficial verbal “offer was made. It is
prior to the background investigation. Use either the calendar icon to select a date or
manually enter the verbal offer date.

This field increases the hiring progress indicator percentage.

Date Tentative Job Offer Accepted. This is the date the HR office makes a
tentative offer to the selectee.

This field increases the hiring progress indicator percentage.

Date 145B Approved. Used by the Nuclear Regulatory Commission (NRC) with the
PSTS interface.

This field is optional.

Work Email Address. Enter the new hire’s work email address.

This field is optional.




Work Phone Number. Enter the new hire’s work phone number.

This field is optional.

YRPP Effective. Enter the year and pay period (format is yyyy pp) that an action is
effective.

HR Remarks. This space is provided for the HR Representative to enter any
additional remarks. Note: These remarks are visible in Datamart to both Supervisors
and HR Personnel,

This field is optional.

Include for 80-day hire Reporting. Select the “Yes” radio button to include this
record in the 80-day Hire report. If the “No” radio button is selected, you must
select a “Reason” for excluding it from the 80-day Hire report.

This field is required for publishing.
This field increases the hiring progress indicator percentage.

e Reason. From the drop-down menu, select a reason for #oz including in the 80-
day Hire Report.

This field is optional unless “No” is selected in the Include for 80-day hire Reporting
field.

Offer Letter Mailed Date. A formal offer letter contains the “official” offer to the
selectee. It contains information such as the selectee’s organization codes and the
HR Representative’s name and telephone number. Use either the calendar icon to
select a date, or manually enter the formal offer date (see Figure above).

This field increases the hiring progress indicator percentage.

Date Official Offer Accepted. The date that the selectee accepted the official offer.
This field is optional.

Projected Entry On Duty Date (e-Verify for Employers). This date is the entry
on duty date/or effective date of the personnel action. Use either the calendar icon

to select a date or manually enter the verbal offer date.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

e e-Verify. Directly below this field is a link to e-Verify. This link will take the
user to the U.S. Citizenship and Immigration Services webpage for Employers
(see Figure below).




Verif
E Verify
Employment Eligibility Verification

E-Verify Information
Enroll
E-Verify Employer Agent Login
* User ID:

Forgot your User ID?

* Password:

Forgot your password?

U.S. Department of Homeland Security - www.dhs.gov U.S. Ciizenship and Immigration Services - www.uscis.gov Accessbiity Download Viewers

e-Verify for Employers

Physical Entry On Duty Date. The date the employee is expected to report to
work. Use either the calendar icon to select a date or manually enter the verbal offer
date.

This field is required for publishing.
This field increases the hiring progress indicator percentage.
This field is required for interface to PSTS.

Report To (For First Day Arrival). This data populates a screen in EODS that
provides information to the selectee about their job location. Enter the Building
Number and Room Number where the employee should report to work.

Both the Building and Room are required for publishing.
Both the Building and Room increase the hiring progress indicator percentage.

Federal Flexibilities Used. Incentives used to appoint applicants in unusual
circumstances when it is not feasible or practical to use traditional competitive hiring
procedures. Click the “Select Federal Flexibilities Used” button to display the
flexibilities pop-up window. Select the applicable flexibility or flexibilities used to
hire this selectee and then click the “Add Flexibilities” button.

This field increases the hiring progress indicator percentage.

Enhanced Leave Justification Complete. Enhanced leave is an incentive used to
recruit senior executives from outside of the Federal government by providing eight
hours of annual leave each pay period. In addition, managers can offer enhanced
vacation leave benefits to new recruits from the private sector. If the new hire is
going to receive enhanced leave, ensure documentation is complete. Check “Yes” to
document this action; otherwise, select “No”.




This field increases the hiring progress indicator percentage.

Superior Quals Justification Complete. Under the Federal Wage System, special
qualification appointments allow an employing agency to set pay at a rate above Step
1 of the appropriate grade level for candidates with highly specialized skills in an
occupation or based upon a special need of the agency (see Figure above). Agencies
must have documentation and recordkeeping procedures on making superior
qualifications or special qualifications appointments in place in order to make such
appointments. (See 5 U.S.C. 5333; 5 CFR 531.203(b) for General Schedule
employees. See 5 U.S.C. 5341 and 5 CFR 532.403 for the Federal Wage System.)
Click the “Yes” radio button to indicate Superior Quals were used for this position;
otherwise, click “No”.

This field increases the hiring progress indicator percentage.
Bonus Documentation Complete. Federal flexibilities allow agencies to use
retention and hiring bonuses to attract and retain federal employees. If bonus

documentation is complete, click the “Yes” radio button; otherwise, click N/A.

This field increases the hiring progress indicator percentage.

Hide/Show EOD Conditions. Use the “Hide/Show EOD Conditions” button to
view or hide the EOD Conditions fields. (See figures below.)




Hide/Show EQD Conditions |

Certificate of Medical Examination

Confidential Financial Disclosure Report

Drug test

Executive Branch Personnel Public Financial
Disclosure Report

IBC Cost Accounting Training

IT Security Awareness Training

Motor Vehicle Operator License & Driving Record

Official School Transcript

Physical Exam

Pre-employment Drug Testing

Psychological Exam

Relocation

Relocation Expenses Paid

[ Certificate of Medical
Needed for EOD [C]
Requested Date
Completed Date

Show/Hide Comment

— C Financial Di
MNeeded for EOD D

Requested Date

Report

Completed Date
Show/Hide Comment

— Drug test
Needed for E0D [[]
Requested Date
Completed Date

ShowHide Comment

[— Executive Branch Personnel Public Financial D
Ne=ded for E0D [[]
Requested Date:
Completed Date
Shew/Hide Comment

— IBC Cost
Needed for £GD [

Training

Requested Date

Completed Date
Shew/Hide Comment

— IT Security
Needed for EOD D

Training

Requested Date

Completed Date
ShowHide Comment

[~ Motor Vehicle Operator License & Driving Record
Needed for ECD [T
Requested Date
Complated Date
ShowHide Comment

[ Official School Transeript
Needed for ECD [C]
Requested Date
Complated Date

Show/Hide Comment

— Physical Exam
Needed for E0D [[]
Requested Date
Completed Date

Show/Hide Comment

— P Drug Testing
Needed for E0D [[]
Requested Date
Completed Date
ShowHide Comment

g‘ I

Needed for E0D [[]
Requested Date

Completed Date
Shew/Hide Comment

Ne=ded for £0D [[]

Requested Date:

Completed Date
Shew/Hide Comment

I i Paid
Needed for 0D [C]
Requested Date
Completed Dte

ShowHide Comment

e PP S PP

T e e

EOD Conditions




[ Certificate of Medical

Needed for EOD D

Requested Dete
Completed Date
Certificate of Medical inati Show/Hide Comment

Comments:

— C Finaneial D Report
Needed for E0D []

c Financial Di Report Date
Completed Date

Show/Hide Comment

B L T e e s e Y

PPNy A SO

EOD Conditions comments

For each field in the EOD Conditions section, indicate an EOD requirement by checking
the “Needed for EOD” box. Select the Requested date and Completed date from the
corresponding calendar drop-down, and enter any additional comments pertaining to each
field by showing the comment section with the “Show/Hide Comment” button and enter
your comment.

All fields are optional.

» Certificate of Medical Examination. Indicates a requirement for a Certificate of
Medical Examination.

» Confidential Financial Disclosure Repott. Indicates a requirement for a
Confidential Financial Disclosure Report.

Drug test. Indicates a requirement for a drug test.

Executive Branch Personnel Public Financial Disclosure Report. Indicates a
requirement for an Executive Branch Personnel Public Financial Disclosure Report.

» IBC Cost Accounting Training. Indicates a requirement for IBC Cost Accounting
Training.

» IT Security Awareness Training. Indicates a requirement for I'T Security
Awareness Training.

» Motor Vehicle Operator License & Driving Record. Indicates a requirement for
a Motor Vehicle Operator License & Driving Record.

» Official School Transcript. Indicates a requirement for an Official School
Transcript.

Physical Exam. Indicates a requirement for a Physical Exam.

Pre-employment Drug Testing. Indicates a requirement for pre-employment drug
testing.




» Psychological Exam. Indicates a requirement for a psychological exam.

» Relocation. Indicates whether relocation is a requirement for EOD.

» Relocation Expenses Paid. Indicates if relocation expenses are a requirement for
EOD.

Background Investigation Requested I B - PRIR-PERIODIC REINVESTIGATION W/RESIDENCE COVERAGE LI =#

Date Background Investigation Initiated I Vl (MDD Yy

Include for 80-day hire Reporting "Include for 80-day hire Reporting? * # ‘

& ves O nNp

Reason |SELECT REASON =l

Staffing/EOD Conditions Tab/Screen (cont'd)

NOTES TAB/SCREEN

— Lastiodified On  04/19/2012 10:50:07
Position Info. | | Create Hire Action | [ Upload Docs | | Position Doc. | [ Selectee Info. | [ Staffing | [ Hiring Doc. || [ Notes | | Diversity Last Modified By JODY ELKINS

Status.
-— HNo notes have been added to this record —
Status
E-SENTTO
ERECRUTMENT

Add notes or comments: = WITS Status

WTTS Error Status

Hiring Progress
=l Hiring Prograss

Pasition Information Bl T9%

Create Hire Action E s
Add Note Selectee Information 81%

Position Documentation 0%
Staffing Dacumentation sD 6%
Hiring Documentation GEY <<%

Notes Tab/Screen

Often, the HR Representative needs to make notes regarding a hire. The Notes tab (see
Figure above) can be used for that purpose. It is only visible to users with the HR Role.

The input field is limited to 296 characters; therefore, if the note is longer than 296
characters, additional Notes may be added with the “Add Note” button to accommodate the
text.

This field is optional.




SECURITY TAB/SCREEN

The interests of national security require that all personnel privileged to be employed in the
departments and agencies of the government shall be reliable, trustworthy, of good conduct
and character, and of complete and unswerving loyalty to the United States of America.
This means that the appointment of each civilian employee in any department or agency of
the government is subject to investigation. The scope of the investigation may vary
depending on the nature of the position and the degree of harm that an individual in that
position could cause.

The fields on the Security Tab/Screen (see figure below) are desctibed below.

Last Mogiied Un | USIUSIZU1S USio1:8Y
Position Info. | [ Create Hire Action | | Upload Dacs | [ Staffing/EOD Conditions | | Notes || Security ||| Selectee Info. | [ Hiring Doc. | [ Diversity | LastModified By HENRY PYLE
—_

N Status
Used for Hiring Progress Calculation

# Required for Publishing
+ Required for Interface to PSTS

Status
WITS Status I- INTIATED

PSTS Status NO STATUS
Date Background Investigation Completed

Date Background Investigation Initiated B cummorvyy
Hiring Progress
Date of Security Clearance: g Frogress
Date Security Clearance Granted Position Information Pi 7%
Duty Address + Create Hire Action X o
Duty City + Staffing/EQD Conditions SD 0%
Duty State  SELECT A STATE -+ e ) 0%

10%
Persannel Security Information Complete  []ves * Selestee Information =]

Security Clearance Level  SELECT SECURITY CLEARANCE LEVEL -

Security Ing/lnvestigation  SELECT SECURTY INQ/INVESTIGATION CODE - r ¥

Unique Person Number (UPN)

Security Tab/Screen

» Date Background Investigation Completed. The month, date, and year that the
selectee’s background investigation was completed.

This field is output only from the PSTS interface.

» Date Background Investigation Initiated. Enter the date the background
investigation was initiated.

This field is optional.

» Date of Security Clearance. The month, day, and year on which the selectee is
formally assigned a Security Clearance level.

This field is output only from the PSTS interface.

» Date Security Clearance Granted. The month, day, and year on which the selectee
was formally granted a security clearance.

This field is output only from the PSTS interface.

» Duty Address. Employee’s work address.

This field is required for interface to PSTS.




Duty City. The Name of a city used to identify the location of an individual’s office
worksite.

This field is required for interface to PSTS.

Duty State. Two-digit State Code to identify the location of an individual’s office
worksite.

This field is required for interface to PSTS.

Personnel Security Information Complete. This field may be used to track
whether or not the initial personnel security information has been completed. Click
the “Yes” check box to indicate security information is complete.

This field increases the hiring progress indicator percentage.

Security Clearance Level. The degree of access to which the selectee is authorized.
Select the security clearance level from the drop-down menu.

This field is optional.

Security Inq/Investigation. Click the drop down to select the appropriate type of
background investigation (see Figure above).

This field is required for Publishing.
This field increases the hiring progress indicator percentage.

Unique Person Number (UPN). If your agency has an interconnection between
WTTS and a Personnel Security Tracking System (PSTS), the UPN will populate this
field or can be populated manually. If your agency does not have and
interconnection between WTTS and a PSTS, this field can be populated manually.

This field is optional.




SELECTEE INFORMATION TAB/SCREEN— (SPO)

The Selectee Info Tab/Screen is available for input immediately following the creation of an
RFE.

Once a selection has been made in eRecruitment, much of the selectee information(see

Figure below) is provided to WTTS by eRecruitment. If you are not using an eRecruitment
system, enter the information manually.

A list of the Selectee Info Tab/Screen is divided into five sections. The fields and their
descriptions are provided on the following pages.

r Edit Record N

[[save | [ SendRFEtorPPS | [ SendEODS eMai(s) | | Send Selectee Infoto FFPS | [ Publisn | \

Position Info. Create Hire Action Recruitment Request Info. Upload Doc Staffing/ECD Conditions Notes Secllrilyw Selectee Info.

Hiring Doc Diversity
Selectee Type and Actions
~—E e — i — -L

Selectee Information Tab/Screen

If you are utilizing a Talent Acquisition System (T'AS), the data fields in the Contact

Information section will be pre-populated. This information can also be entered if a TAS is
not available.

SELECTEE TYPE AND ACTIONS
» Source Type. Internal or External Selectee Type.

Selectee Type and Actions

Source Type
Source Type *# | @ INTERNAL
) EXTERMAL

Search for current | Refresh current
employee or GuTe Search || Refresh

| = SR PRp

Codnnt ~optact SR - 5 L At 4mat the pelast

e Internal. When you choose “Internal” as your source type, a pop-up is displayed
to enter search criteria. After clicking the “Search” button, you must choose one
of two ways to search for an internal selectee (see Figure below). Search results
will only be returned for an exact match.

= Enter the full ECI (Department + ECI and click the “Search” button.

Or

* Enter the full Last Name, First Name, and last 4 digits of the SSN and click
the Search button (all 3 fields must be completed).




e External. Click the “External” radio button to mark the selection as external.

Note: If the record is not in Status T (Selectee Info Sent to FPPS), F (RLUP in FPPS), B
(Audited/Complete) or W (Removed), and the Source Type is changed, you will receive a
pop-up notification that all selectee related information will be cleared out and changing the
Source Type is a non-recoverable action. If the WTTS status is T, F, B, or W, you cannot

change the Source Type.

When a record is already published and you choose a different Source Type, the record is
not automatically unpublished. If you do not want the record to remain on the Published
Gains report, “Unpublish” the record. This action will move the record from the Published

to the In-Work Gains report.

‘Search for current employee

SEARCH FOR DEPARTMENT'S CURRENT EMPLOYEES
You may search for a current employee by entering his/her ECI OR his/her last name, first name
and last 4 digits of social security number.

ECl
OR
Last Name

First Hame

SSN Last4

SEARCH RESULTS

Internal Source Type Selection Pop-up

SELECTEE CONTACT INFORMATION

— Selectee Contact Information (This information will be used to contact the selectee prior to their arrival.) —J

First Name “#+ {
Middle Name E]
LastName “#+ é
Suffix j
Home Address Line 1 “#+ b
Home Address Line 2
-
city *#+ }
State *#+ SELECT A STATE El 3
Zip *H+ :
Primary Email Address "%+ ;
[Required for Entry On Duty Online Form Access)
Primary Phone Humber i
4
Secoendary Phone Humber ;
+
P P AP g F _“H.—n.—'—-‘n*-m-—w‘#‘)




Selectee Contact Information section

Name (First, Middle, Last). The legal name by which a person is known on all
official transactions. Enter the selectee’s first and last name (see Figure above).

First and Last names are required for Publishing. This field also increases the hiring
progress indicator percentage.

The middle name and suffix are optional.

Home Address. Enter the selectee’s home address. If additional lines are needed,
use the Address Line 2 field.

Line 1 is required for Completion and Publishing. Address Line 2 is optional.
City. Enter the selectee’s city address.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

State. Choose the selectee’s state address from the dropdown menu.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

Zip. Enter selectee’s ZIP code.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

Primary Email Address. Enter the selectee’s email address. WTTS uses the
primary email address to send email notifications with the selectee’s EODS User ID
and password (see Figure above).

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

Primary Phone Number. Enter the telephone number where selectee can generally
be reached.

This field is optional.

Secondary Phone Number. If applicable, enter a second telephone number as an
alternate (e.g., cell, pager, etc.).

This field is optional.




EMPLOYEE INFORMATION

Social Security Number ~#% +
ECI
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Employee Information section

Social Security Number (SSN). Nine-digit identification number issued by the
Social Security Administration. Enter the SSN.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

ECI. Enter the Employee Common Identifier, if known.
Date of Birth. Enter the selectee’s birth date.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

Citizenship. Defines whether the selectee is a U.S. citizen by birth, a naturalized
U.S. citizen, or not a U.S. citizen. Click the radio button for the appropriate type.

If “US Citizen by Birth” is selected, the Place of Birth field expands and a response
to City and State of Birth are optional input. The “Country of birth” is defaulted to
the United States and cannot be edited (see Figure below).




[ Ci Status *+
@ Us CITIZEN BY BIRTH
@) MATURALIZED US CITIZEN

@ NOT A US CITIZEN

Citizenship *+

r— Birth location and country of citi

City of Birth +
State of Bith SELECT A STATE OF BIRTH El
Country of Birth + SELECT A COUNTRY El

Country of Citizenship + UNITED STATES
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Citizenship, “US Citizen by Birth”

If “Naturalized US Citizen” is selected, the city and state are optional input. The
country of birth is available to make a selection, if necessary and “Country of
Citizenship” is defaulted to the United States and cannot be edited.

When “Not a U.S. Citizen” is selected, the pop-up expands and requires a response
to City and Country of Birth and “State of Birth” is no longer an option (see Figure
above).

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

Gender. Seclect the appropriate gender radio button.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

Indian Preference Native Hire. Select whether the selectee is a preference eligible.
This is for Department of the Interior only (see Figure above).

This field is optional.

Veterans Preference. A selectee’s category of entitlement to preference at a time of
appointment in the Federal service based on active military service that terminated
honorably. Click the “Select” button to choose the applicable Veterans preference.

This field is optional and increases the hiring progress indicator percentage.
Selected Series. The job or occupational series chosen for the selectee’s position.
Choose the selected series from the dropdown menu.

This field is required for Publishing. This field also increases the hiring progress

indicator percentage.

Selected Grade. Grade chosen for the selectee. Choose the selected series from
the dropdown menu.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.




Selected Step. Indicates a specific salary within a grade, level, class, rate, or pay
band. Choose the selected step from the dropdown menu.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

Selected Duty Station Code. This field supports automated staffing functionality.
This field also displays on the Send Selectee to FPPS pop-up and is sent to FPPS. If
the selected duty station is not populated on the Selectee Info screen, the first duty
station from the Position Info screen is sent to FPPS. This field is cleared when a
declination is processed.

Total Salary. Wages (adjusted basic pay) to be paid to the selectee. Enter a salary
for the position.

This field increases the hiring progress indicator percentage; however, we
recommend leaving the field blank. When the record is RLUP’d in FPPS, the salary
will be passed from FPPS to WTTS ensuring the correct dollar value populates the
record.

Employee Type. Designates the type of employment (i.e., full time permanent, part
time permanent, etc.). Choose an employee type from the dropdown menu. This
selection drives the list of forms a selectee receives. For example, if an employee is
Full Time Permanent, there is a list of predefined forms they will receive. If an
employee is Temporary, there is a different list of forms they will receive. The list of
forms can be modified by the HR Representative by simply “checking” or “un-
checking” the form on the Hiring Doc tab.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

School. If used, the school information is pulled from FPPS. If the school is not in
the lookup table, contact the FPPS Help Desk to have the school added. You
cannot manually type in the name of the school. Click the “Select” button to enter
the name of a school in the lookup table or click ‘N/A” if not applicable.

This field is optional.

Highest Qualifying Degree Level. Used to document the selectee’s highest level
of education qualifying them for the position. Select the appropriate education level
from the dropdown menu.

This field is optional.

The data fields in the Selection Method section are as follows and should be
completed as described:




SELECTION METHOD

5 ion Method

Participant in Recruiting Event SELECT A RECRUITING EVENT

Reemployment Priority List
Reemployment Priority List * ’7 YES —‘

© no

-]

Selection Method section

» Participant in Recruiting Event. This field is reserved for future use.

This field is optional.

» Reemployment Priority List. The reemployment priority list (RPL) is the method
agencies use to give reemployment consideration to their former competitive service
employees separated by a Reduction in Force (RIF) or fully recovered from a
compensable injury after more than one year. The RPL is a required component of
agency-positive placement programs in filling vacancies; the agency must give RPL
registrants priority consideration over certain outside job applicants and, if it
chooses, may also consider RPL registrants before considering internal candidates.
Select either the “Yes” or “No” radio button.

This field increases the hiring progress indicator percentage.
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Contacts Section




» Authorizing official. The person who authorized the position to be filled. Click in
the field and begin typing the name to narrow the selection. Enter the first and last
name, last name, or a partial last name, and click on the name when it is found. If
there is only one matching name, “select” it to populate the field. If more than one
matching name displays, select the correct name.

This field is required for Publishing. This field also increases the hiring progress
indicator percentage.

» HR Specialist. This is the name of the person whose name will appear on the email

notification to the selectee.

The “Name”, and “Receive email when selectee submits a form” field are required
for publishing. This field also increased the hiring progress indicator percentage.

e Name. Enter the first and last name, last name, or a partial last name, and click
on the name when it is found. If there is only one matching name, “select” it to
populate the field. If more than one matching name displays, select the correct
name. (see Figure above)

This field is required for Publishing. This field increases the hiring progress
indicator percentage.

e Phone. Enter the HR Representative’s 10-digit telephone number. You may
also enter an extension. This telephone number and extension is displayed on
the second email to the selectee.

This field is optional.

e Extension. Enter the phone extension of the HR Representative.

This field is optional.

e Email. Enter the HR Representative’s email address. With the drop-down menu
below you may also determine if the HR Specialist receives an email when the
selectee submits a form.

This field is optional.
o Receive email when selectee submits a form. Choose “Yes” or “No” from
this dropdown to indicate if the HR Specialist wants to receive an email every

time a selectee submits a form.

This field is required for Publishing.

e HR Specialist Additional Emails. Add up to 5 additional email addresses for
those that need to receive emails when the selectee submits a form. These

additional addresses will receive emails when you select YES to “Receive email
when selectee submits a form.”




Note: The fields for the following three Contacts (HR Assistant, Benefits Rep, and In
Processing POC) operate the same as the HR Specialist fields with the exception that
none of them are required for publishing.

> HR Assistant, Name, Phone and Email. Enter the name, phone number and
email address of the HR Assistant.

This field is optional.

» Benefits Rep. Enter the name, phone number and email address of the Benefits
Representative.

This field is optional.

» In Processing POC, Name, Phone and Email. Enter the name, phone number
and email address of the In Processing Point of Contact.

This field is optional.

» Supervisor, Name and Email. Enter the name and email address of the person
with oversight of the position.

This field is optional.

» PSTS Sponsor, Name, Phone, Email, Approval Date. This is the name of the
person identified as the PSTS Sponsor. Enter the name, phone number, email
address and the approval date. The approval date is the date the Sponsor approved
the action. Choose the date from the drop-down calendar.

This field is optional.

» PSTS Requestor, Name, Email. This is the name of the person identified as the
PSTS Requestor. Enter the PSTS Requestor’s name and email address.

This field is optional.
For each of these fields, enter the first and last name, last name, or a partial last
name, and click on the name when it is found. If there is only one matching name,

“select” it to populate the field. If more than one matching name displays, select the
correct name.

» Admin Officer. Enter the name of the Admin Officer.
This field is optional.

» EOP Sponsor. Enter the name of the Employee Orientation Sponsor.

This field is optional.




Complete as much information as is available on the Selectee Information screen, and then click the
“Save” button. Proceed to the Position Documentation screen to continue, or navigate to another
tab. Be sure to click the “Save” button before exiting the record. The “Send Selectee Info to PSTS”
button will send the information to PSTS.




HIRING DOCUMENTATION TAB/SCREEN

The Hiring Doc tab/screen is where the Preemployment (Browse Templates) and EODS
Forms list is displayed (see Figure below). To deselect a form, “uncheck” the box. To select
a form, click in the box beside the form. All the selected forms are sent to the selectee when
the “Send EODS eMail(s)” button is clicked.
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Browse Templates

o em e Rm Reaes

EODS Forms

OF-306 DECLARATION FOR FEDERAL EMPLOYMENT - APPLICANT
FORM (REVISED OCT 2011)

Acknowledgement of Receipt

DOT-1831 DOT FAIR CREDIT REPORTING ACT DISCLOSURE AND
AUTHORIZATION

EDUCATIONAL DATA

0OF-306 DECLARATION FOR FEDERAL EMPLOYMENT - APPOINTEE FORM
(REVISED OCT 2011)

DOT 2730-2 EMPLOYEE INFORMATION FORM
DOT-1881 IDENTIFICATION CARD - CREDENTIAL APPLICATION

EMERGENCY NOTIFICATION

EMPLOYMENT AGREEMENT ETHICS PLEDGE

FAA FACT SHEET FAIR CREDIT REPORTING ACT

FEDERATION OF TAX ADMINISTRATORS 2 EMPLOYMENT ELIGIBILITY VERIFICATION 2010

INVENTIONS MADE BY EMPLOYEES

NOTIFICATION ABOUT QUTSIDE EMPLOYMENT-ACTIVITIES-
PROHIBITED FINANCIAL INTERESTS

NRC ZERO TOLERANCE STATEMENT

NRC-176B SPECIAL NUCLEAR MATERIAL ACCESS AUTHORIZATION
ACKNOWLEGMENT

PBGC CONFLICT OF INTEREST STATEMENT and NOTICE OF RECUSAL
RI-20-97 ESTIMATED EARNINGS DURING MILTARY SERVICE REVISED
AUGUST 2011

SEC CONDITIONS OF TEMPORARY APPOINTMENT (AND
SUPERVISORY CERTIFICATION)

SEC EMPLOYEE RESPONSIBILITY STATEMENT FOR ACCESS TO SEC
COMPUTER SYSTEMS

MEMORANDUM - DRUG AND/OR ALCOHOL TESTING (REVISED 2010}
NOTIFICATION OF FAA CORE COMPENSATION

NRC-176A SECURITY ACKNOWLEGMENT

051 AND OR SCI ACKNOWLEDGEMENT OF INELIGIBILITY

REQUIRED READING MATERIAL

SEC ATTORMNEY CERTIFICATION OF BAR MEMBERSHIP
SEC COMDITIONS OF TERM APPOINTMENT AGREEMENT

SEC STUDENT TEMPORARY EMPLOYMENT PROGRAM AGREEMENT (STEP)

SF-1152 DESIGNATION OF BENEFICIARY - UNPAID COMPENSATION REVISED
SEPTEMBER 2011

SF-144 STATEMENT OF PRIOR FEDERAL SERVICE

SECURITY OWNERSHIP CERTIFICATION

SF-11994 DIRECT DEPOSIT SIGNUP FORM
SF-15 APPLICATION FOR 10-POINT VETERAN PREFERENCE SF-180 REQUEST PERTAINING TO MILITARY RECORDS
SF-181 ETHNICTTY AND RACE IDENTIFICATION SF-256 SELF IDENTIFICATION OF DISABILITY REVISED JULY 2010

SF-813 VERIFICATION OF CAMPAIGN OR EXPEDTION TIME REVISED SEP
2006

W-4 FORM 2013 FEDERAL INCOME TAX

SF-61 APPOINTMENT AFFIDAVITS

UNEMPLOYMENT INSURANCE BENEFITS

i e o
O0OOoO0OO0O0OOOoOOoOoOooooooOaa:o

3300-34 MILTARY STATUS REPORT 3300-9 RECORD OF FAMILY RELATIONSHIP

DG-50 FEHB Premium Conversion Waiver Election

FEGLI FEHB FEDVIP TSP FSA LTC BENEFTS
ELECTIONACKNOWLEDGEMENT NOTICE 2010

NRC APPLICATION FOR CREDIT FOR NON-FEDERAL OR OTHERWISE
NON CREDITABLE UNIFORMED SERVICE

SELECTIVE SERVICE REGISTRATION

FEGLI FEHE FEDVIP FSA LTC BENEFITS INFORMATION

NARA ACKNOWLEDGEMENT OF RECEIPT OF & STANDARDS OF ETHICAL
CONDUCT FOR EMPLOYEES OF THE EXECUTIVE BRANCH

RETIREMENT REFUND QUESTIONNAIRE

SF-2808 DESIGNATION OF BENEFICIARY - CSRS
SF-2809 HEALTH BENEFITS ELECTION FORM (REVISED AUG 2011) SF-2808 HEALTH BENEFTS INFORMATION
SF-2817 LIFE INSURANCE ELECTION - FEGLI (REVISED NOV 2011} SF-2817 LIFE INSURANCE ELECTION INFORMATION
SF-2823 DESIGNATION OF BENEFICIARY - FEGLI (REVISED MAR 2011} SF-3102 DESIGNATION OF BENEFICIARY - FERS
SF-3109 FERS ELECTION OF COVERAGE - PART 1 SF-3109 FERS ELECTION OF COVERAGE - PART 2
TSP INFORMATION

TSP-1-C THRIFT SAVINGS PLAN CATCH-UP CONTRIBUTION ELECTION
FORM (REVISED OCT 2012)

TSP-60 REQUEST FOR A TRANSFER INTO THE TSP REVISED DEC 2010

Senior Executive Service

TSP-1 THRIFT SAVINGS PLAN ELECTION FORM (REVISED OCT 2012)

OooOooOmo @ @O

TSP-3 DESIGNATION OF BENEFICIARY REVISED JAN 2011

1

DI-1993 - CONFIDENTIAL SUPPLEMENT TO THE FINANCIAL

DISCLOSURE REPORT OGE-450

OGE-450 EXECUTIVE BRANCH CONFIDENTIAL FINANCIAL =
DISCLOSURE REPORT (REVISED DEC 2011)

Hiring Doc Tab/Screen



» Preemployment (Browse Templates). The preemployment section is where the
HR user has the ability to create Acknowledgements, Emails, Emails with Letters
and Information Documents for the new hire.

e Acknowledgements — HR users may “Browse” the Template Library and select
one or more acknowledgements to assign to a WT'TS record. The HR user can
only use the template “as is”. Acknowledgements cannot be modified in WTTS
(notice there is no “Edit” button in WTTS on the Hiring Doc tab). Any changes
made only affect the Template for that record — they do not affect what is in the
Template Library. Think of it as a “Save As”. An example of an
Acknowledgement would be acknowledging terms for a temporary appointment.

e Emails and Emails with Letters — HR users may “Browse” the Template Library
and select one or more Emails or Emails with Letters to assign to a WTTS
record. The HR user can either use the template “as is”, o, they can modify the
Template specific to the current record. Any changes made only affect the
Template for that record — they do not affect what is in the Template Library.
An example of an Email would be an agency welcome letter. An example of an
Email with Letter would be an email with a tentative offer letter.

e Information Documents - HR users may “Browse” the Template Library and

select one or more Information Documents to assign to a WT'TS record. The
HR user can either use the template “as is”, or, they can modify the Template
specific to the current record. Any changes made only affect the Template for
that record — they do not affect what is in the Template Library. An example of
an Information Document would be a list of informational web sites (i.e. TSP,
Health Benefits, etc.).

Preemployment in WTTS:

» Hide/Show buttons can be used to collapse and expand each template section.

Browse Templates

| Assign | | Delete

ING193 HR Ops Acknowledgement Preview & 0115/2013 GALAROWICZ, ELLEN
Inannc with URL Edit / Pre'.rlew u1 1412013 GALAROW!CZ ELLEN

» Clicking the “Preview” or “Edit” buttons “unlocks” the template and allows it to
be assigned



Browse Templates

o wme  asson UpdedDste  UpdstedBy  Delete

IN0198 HR Ops Acknowledgement Preview 01152013 GALAROWICZ, ELLEN Delete
InfoDoc with URL Ediit / Preview 017142013 GALAROWICZ, ELLEN

» The Assign or Send checkboxes/buttons will not be active unless:

e Acknowledgements: Must be previewed and the required fields must be
completed.

e Emails: Must be Edited or Previewed, must have an HR Specialist’s email,
HR Specialists Phone Number, an EODS User’s email, and a Subject Line.

o Emails with Letters: Same as emails

o Information Documents: Must be Edited or Previewed.

1B IN/01 Acknowledgement Preview 01/15/2013 ELKINS, JODY
IN099 HR Ops Acknowledgement Preview [ MA5/2013 ELKINS, JODY
Fice |
1B IM/01 Email Edit / Preview 1A52013 ELKINS, JODY
1B IN/D 1 Email 2 Edit/Preview  [scnd | 01HS2013 ELKINS, JODY
| Hice |
1B IN/01 Information Document Edit f Preview [ 01MS2013 ELKINS, JODY
InfoDoc with URL Edit / Preview @] 01HS2013 ELKINS, JODY Delete

» Each item has a detailed Status History. Click the Date link to display the history

Browse Templates

IB IN/D1 Acknowledgement Preview 01M52013
IN0199 HR Ops Acknowledger

_ History for item "IB IN01 Acknowledgement”
. [ bae | \UpdatedBy | Descripon

1B IN/01 Email

01/15/2013 08:54:32  ELKINS, JODY ttem Assigned to EODS user
1B IN/0 Email 2

01/15/2013 08:54:32  ELKINS, JODY Previewed and unlocked
_ 01/15/2013 08:45:42  ELKINS, JODY Added to record

IB IN/01 Information Document

InfoDoc with URL Ll e yo— ERTyEe Ry i, v

[T

» Only Acknowledgements will be displayed on the right side of the Hiring Doc
screen (not Information Documents or Emails/Emails with Letters).




Hiring Progress

Hiring Progress
Position Information Pl 79%
Create Hire Action | cH ELE3
Selectee Information 1%
Position Documentation  [72] 0%
Staffing Documentation 5D B0%
Hiring Documentation ) 4+

Preemployment

IB IN/D1 Acknowledgement UNFILLED:

OF-306 DECLARATION FOR  UNFILLED
FEDERAL EMPLOYMENT -

APPLICANT FORM (REVISED OCT

2011)

OF-306 DECLARATION FOR  UNFILLED

FEDERAL EMPLOYMENT -

APPOINTEE FORM (REVISED OCT

2011)

If an Acknowledgement or Information document has not been assigned, it can

be deleted by clicking the Delete button.

e Once an Acknowledgement or Information Document has been assigned
they cannot be deleted; however, it can be unassigned by “unchecking” the
checkbox and clicking the Save and Refresh button — this only applies if it is
in an “unfilled” status.

If an Email or Email with Letter has not been “sent”, it can be deleted by

clicking the Delete button.

o  Once an Email or Email with Letter has been Sent, it cannot be deleted.

Emails and Emails with Letters can be resent an unlimited number of times until

the record is Status = B (Completed).

Save and Refresh button. You MUST click the Save and Refresh Page button in

order to “push” EODS forms (make them visible in EODS) to the user

(including Acknowledgements and Information documents). This change was

necessitated by the change in Publish functionality.
The Send EODS email(s) button ONLY sends either the “Welcome” access

emails or “Additional Form” email(s).




» To lock a person out of EODS, log on using the selectee’s email address (EODS
user) , any password, and their last 4 which will lock the account. Verify this by
looking at the Locked User Account.

» Information Documents. The Description Line is displayed as the “Description”
in EODS. It is limited to 100 characters.

***More detailed information on Using the Template Library can be found in
Chapter 7***

» EODS Forms. The EODS forms list is an integral part of the on-boarding process.
The initial list of forms displayed on this screen is based on the Employee Type
chosen on the Selectee Info screen.

Forms are broken into 4 categories: Appointment, Permanent, Temporary, and SES.
For example, if the selectee is in a permanent position, they may need most of the
forms. However, if this action is a transfer from within the agency, they might not
need any of the forms.

Uncheck All Forms |
EODS Forms

ACKNOWLEDGEMENT OF RECEIPT v DOT 2730-2 EMPLOYEE INFORMATION FORM ~
D0T-16831 DOT FAR CREDT REPORTING ACT DISCLOSURE AND

AUTHORIZATION ™ DOT-1681 DENTIFICATION CARD - CREDENTIAL APPLICATION I
EDUCATIONAL DATA v EMERGENCY NOTIFICATION iz
3300-24 MILITARY STATUS REPORT r

3300-% RECORD OF FAMILY RELATIONSHIP ' m?g;ﬂ:‘é&iﬁg:‘g BRI ER R ENDSLE T HEL AT T2 '
DG-60 FEHBE PREMIUM CONVERSION WANER ELECTION - FEDERATION OF TAX ADMINISTRATORS -

Temporary

Senior Executive Service
0G-450 EXECUTVE BRANCH CONFIDENTIAL FINANCLAL r
DISCLOSURE REPORT

EODS Forms Categories

And, if the selectee is coming from another federal agency, they most likely need
some, but not all, of the forms. Which forms are sent to the employee can vary
among HR offices (see Figure above).

If a form is not required, “deselect” it by clearing the checkbox beside the form.
Select the Update and Refresh button to review the final list of forms.

Note: There is an “Uncheck all Forms button” at the top of the EODS Forms list to
use in the event the selectee does not require any EOD forms.

e Ifarecord has already been published, and you determine another form needs to
be sent, simply select the additional form and click the Update and Refresh
button. The additional form will be “sent” to the selectee.




e Ifaformisin the “unfilled” status, meaning the selectee has not opened and
saved the form, it can be removed from their forms list by “un-checking” the
box beside the appropriate form and clicking the Update and Refresh button.

o In-processing Forms. TForms are displayed to the new hire in EODS in the
same order they are displayed under In-Processing Forms (right side of the
Hiring Doc tab. They are logically grouped by Form Type. Form types are:
Appointment, Benefits, Pay Related, and Other.




PUBLISHING A RECORD

“Publishing” a record provides selectee information for WTTS Reports and populates the
Published Gains report. Fields that must be completed before a record can be published are
marked with a “#” (blue pound sign) in WTTS.

To ‘Publish’ a record, click the “Publish” button at the top or bottom of the screen.

[ senorFEwrers | | Send Selectee Info to FSTS | [ sendEoDsemsis | | Send Selectee Info to FRPS || [Pubtish

A popup displays all information required to publish the record (see Figure below). If all
required fields have been completed, a “Publish” button is displayed at the bottom of the
screen. Either click this button to publish the record or select the “Cancel” button to return
to the previous screen. If a red “TBD’ is present on the publish pop-up, this indicates a
missed entry that must be populated. Simply click the red “TBD’ link to be directed to the
tield that requires a correction.

+FILL VACANCY +REPORTS  +MANAGE +FAQS +FEEDBACK  +HELP
Home > Gain Reports > In-work Gains > Modify Record #6673

Publish Hire to Gains Reporting

Position Information

*WITS ID ee72 * Gaining Organization e0seEaT2
* Method Type MERIT PROMOTION * Pay Plan GS - GENERAL SCHEDULE (CHS2, 5 US.C)
Gaining Functional Job Title TeD * Occupational Series 1 Code 0025

* Proposed Effective Date 04/08/2011 * Advertised Grade Level 1 05

* OPM Position Title 8 APRIL TEST * Pay Basis. Pa.- PER ANNUM

* Department N * Position Sensitivity 0 - NOT DESIGNATED

* Bureau 308 * Psition Drug Testing Requirement M- HOT SUBJECT TO DRUG TESTING

* Subbureau £l “FLSA Exempt

Create Hire Information

Budget Approval Received TeD * Requesting Office INO11010000000
Date Budget Approval Recaived TeD * FPPS SF-52 Contact Name JoDY

* Requesting Official/Hiring Official NECJREO - JODY ELKINS * Contact Phone Humber (202) 9857400

* FPPS Transaction Number 20120005505

Selectee Info

* Full Name KILE. DARRYL * Employee Type FULL TIME PERMANENT
+ Social Security Humber HOOLKKBBTD * Authorizing Official JGHN ADAMS
* Date of Birth 0</08/188 * HR Specialist TG WASHINGTON
* Primary Phone Number 1202) HR Specialist’s Phone Humber (202) 9257400 Ext 1224
* Primary Email Address JELKINS@NBC. GOV HR Specialist Email JELKINS@NEC GOV
* Home Address. ;‘;‘;gi) 80203 Supervisor TED
* Citizenship US CITIZEN BY BIRTH HSPD-12 Spenser TED
* Gender MALE Admin Officer TED
* Selected Series 0025 - FARK RANGER Benefits Rep TED
* Selected Grade 05 EOF Sponsor TED
* Source Type INTERNAL
Staffing
* Date Request Received in HR Office 0/0812011 * Background Investigation Requestad 0 - NOT APPLICABLE
Date Job AnalysisiAssessment Confirmed T8O * Include for 80-day hire Reporting vES
1f no, why WA
Hiring Doc:
* Projected Entry on Duty Date 0410812011
* Physical Entry on Duty Date 0410812011
* ReportTo Building: 1 Raom: 2

Publish Cancel

e\ N Additional Links:
I ;j = National Business Center
= Depariment of the Interior
e = U.5. Office of Personnel Hanagsment

Editor: National Business Center
Last Updated: December 10, 2010

Publish Record as a Gain Pop-up




To “Unpublish” a record, navigate to the Published records report. Locate the record to
Unpublish and click the Publish Icon (see Figure above). A popup is displayed to confirm
this is the correct record to Unpublish. Either click the “Unpublish” button to Unpublish
the record or select the “Cancel” button to return to the previous screen.

SEND EODS EMAIL(S)

With new Preemployment functionality, HR no longer needs to publish a record to grant a
person access to EODS. By using new features on the Hiring Doc tab, HR personnel can
assign forms, send emails, etc., and send the EODS access emails to the applicant/new
hire by using the Send EODS Email(s) button. This gives HR flexibility to control the
point at which they grant access to EODS rather than the system controlling this
functionality.

When you are ready to notify the EODS user (either send the access ‘welcome’ emails,
examples shown below, or notify them of an additional form), click the Send EODS
Email(s) button at the bottom of the Hiring Doc tab. (See figure below). When assigning a
new form to a user in EODS, check the box, Save & refresh then you can press the Send
EODS Email(s) button to send the EODS user an email stating they have new form(s) to be
completed or viewed.

Please note that when assigning Acknowledgements, Information Documents and or Forms, yon must click
the Save and Refresh Page’ button to enable them in EODS.

[ sendrFEtoFPPs | | Send Selectee Info to PSTS ] |[[__Send EcDs emailis) ] [ Send Selectee Info to FPPS ] [[Publish | |

Send EODS emails

When sending EODS eMails, a pop-up message is displayed as a reminder to ensure that you
really do want to send the EODS access emails for forms processing.




INITIAL ACCESS EMAIL TO NEW HIRE.

Welcome to the Entrance on Duty System (EQODS)!

Mote: Access to EODS does not constitute a formal offer of employment.

This is the first of two separate emails Please keep this message as you may need this
information to log into the Entry on Duty System (EOQDS) more than once.

Asg part of the hining process. you will be completing forms online in the EQDS. In order to access
the system to begin completing your forms, you will need your user name, your password and
the EODS web link.

This email contains information about your user name and the web link. A separate email will be
sent to you with your password and basic instructions for completing your forms.

If you do not receive the second email within 24 hours. please contact the Human Resources
Specialist listed below at the number provided in your offer letter.

For the initial log into EODS you will need to use Internet Explorer & or higher. After your initial
log in and you have successfully changed your password, you may use Internet Explorer 6 or
higher OR Firefox 3 or higher. Click on the EODS web link to take you directly to the EODS log
in screen.

EQDS web link: www. employeeentranceonduty. nbc.gov
Username: Email address we have on file

Human Resources Contact: GINA FITZGERALD
Telephone Mumber: (303} 333-4444

Please do not reply to this email.




SECOND EMAIL TO NEW HIRE

This is the second of two separate emails. Please keep this message as you may need this
information to log into the Entry on Duty System (EQDS) more than once. This email contains
your password.

To access EODS, click on the web link provided in your first email. Enter the email address we
have on file in the Username field. Copy the password provided below and then paste it in the
password field.

After completing the consent page, your first step is to verify information previously collected from
you during the selection process. Be sure to review this information carefully, as it is used to pre—
populate forms and payroll data. Next you will be taken to a screen with 4 tabs:

# Tab 1 - In—work. This tab contains forms that you are required to complete. Please
follow these steps to assist you in completing forms.

1. To open a form, click the form numberhame in the "Form” column. As you are
completing a form you may save it and return at a later time to finish filling it
out.

2. Once you have completed the form, either open the form and click the
"Submit” button; or, click the checkbox beside the form number and click
"Submit Selected Form"”. Either method will send the form to your HR
Representative.

3. Unless otherwise specified, please submit forms prior to your first day of
employment. Submit forms one at a time. An HR Representative will review
the form and either approve or reject the form_ If the form is approved, there is
no further action required by you. If a form is rejected, it will re—appear on the
In—work tab with a "rejected” status. We recommend you frequently log into
the system to check the status of your forms.

e Tab 2 — Submitted. This tab is a way for you to track forms that have been submitted,
but not approved or rejected by Human Resources.

+« Tab 3 — Approved This tab displays forms that were approvedtompleted by Human
Resources. YWe recommend you print a copy of the forms for your records.

* Tab 4 — Information About My Job. This tab provides you information about your new
job.

If you need assistance signing into the system or completing the on-line forms, please contact
the Human Resources Specialist listed below at the number provided in your offer letter.
Welcome on board!!

Password: dVRzHRrZMDPXddA

Human Resources Contact: GINA FITZGERALD
Telephone Mumber: (303) 3334444

Flease do not reply to this email




SEND (SELECTEE INFO) TO FPPS

The “Send Selectee Info to FPPS” button on the top and bottom of each tab is used to send
selectee information to FPPS.

When you click the “Send to FPPS” button, a pop-up window displays all the required fields
(see Figure below). If any of the information is missing, the field(s) will show TBD in red
and the “Send” button will not be enabled. If a red “TBD’ is present on the ‘Send Selectee
Information to FPPS’ pop-up, this indicates a required field that must be populated. Simply
click on the red “ITBD’ link to be directed to the field that must be corrected.

+FILL VACANCY +REPORTS ~ +MANAGE +FAQS +FEEDBACK  +HELP
Home > Gain Reports > In-work Gains > Modify Record #6673
Send Selectee Information to FPPS.

Selestee Information
* Department N

SWITS ID
“ Full Name * Bureau

* Gender * Subbureau

* Social Security Humber * Gaining Organization

* Date of Birth * Projected Entry On Duty Date

* Physical Entry On Duty Date
* Pay Plan ERAL SCHEDULE (CH52. 5 U.5.C)
* Selected Series. 0025 - PARK RANGER

* Citizenship
* Primary Phone Number
* Primary Email Address

* Home Address

Foreign Home Address
Highest Qualifying Degree Level
Veterans Preference

Indian Preference Native Hire J D01
* Drug Testing Position

Gaining Functional Job Tite

* OPM Position Title

123 ANY ST
DENVER, CO 80203

WA

TBD
TBD

N-NOT SUBJECT TO DRUG TESTING
TBD

& APRIL TEST

* Selected Grade

* Pay Basis
* Position Sensitivity
“FLSA

Supervisory Status
Supervisory Level

* FPPS Transaction Humber

05

PA - PER ANNUM
0-MOT DESIGNATED
Exampt

&-ALL OTHER POSITIGNS
T8D

20120005505

Send | Cancel

o\ Additional Links:
[.! j + National Business Center
~ Department of the Interior
- + U5, Office of Personnel Management

Editor: National Business Center
Last Updated: December 10, 2010

Send Selectee Information to FPPS Screen

We recommend waiting until after the firm offer has been made to publish the record.
Selectee information cannot be sent to FPPS until the record has been published.

We also recommend waiting until you have verified the selectee has received their access to
EODS before sending the selectee information to FPPS in case any of their contact
information has changed.




FORMS STATUS ON THE HIRING DocC TAB

The Hiring Doc screen is one of two places where an HR Representative can view the status
of forms sent to and submitted by the selectee (see Figure below).

This is also where an HR Representative can approve, reject, unapprove, complete and if
applicable send a form to FPPS or eOPF. Note: Forms can also be worked (accepted,
rejected, completed, unapproved, or sent to FPPS and eOPF) from the In-processing report
(see Chapter 3, Special Programs Module).

In Processing Forms

Enhanced Leave Justification Complete

Enhanced Leave Complete * In Processing Forms
Cves O owa |

Appointment
«

Superior Quals Compiet L Fem [ stas

Superior Quals Justification Complete |'(-U|13I'IDF - omplete |
vES NIA OF-306 DECLARATION FOR
N FEDERAL EMPLOYMENT e \
B Ci lete
Bonus Documentation Complste onus omelete SF-144 STATEMENT OF PRIOR ) 0 o
Cves O owa FEDERAL SERVICE
SF-181 ETHHICTY ANDRACE oo

f

" IDENTIFICATION
In Processing Forms.
SF-256 SELF IDENTIFICATION OF
Uncheck All Forms HANDICAP REJECTED

In Processing Forms SF-61 APPOINTMENT

. ] e
ACKNOWLEDGEMENT OF RECEPT r DOT 2730-2 EMPLOYEE INFORMATION FORIM r L rom | stws
00-215 FEHB PREMIUM
DOT-1681 IDENTFICATION CARD - CREDENTIAL APPLICATION - EDUCATIONAL DATA e CONVERSION WANMER ELECTIon  UNPILLED
ENERGENCY NOTIFICATION r EMPLOYMENT AGREEMENT r ACKNOWLEDGMENT OF
A TIMEFRAME TO SUBMT HEALTH  UNFILLED
ETHICS PLEDGE r FAA FACT SHEET r AND LIFE INSURANCE FORMS
FEGLI, FEHB, FEDVIP, TSP, FAS, LTC BENEFITS
HEEIE, PSR 25 SF-2809 HEALTH BENEFTTS
LSRR ST u ELECTION/ACKNOWLEDGEMENT NOTICE u ELECTION FORM L
INVENTIONS MADE BY EMPLOYEES [l MEMORANDUM - DRUG AND OR ALCOHOL TESTING r SF-2817 LIFE INSURANCE
UNFILLED
g;zz\s&??ﬁ_ﬁsgj\{éﬂuTSDE EMPLOYMENT-ACTWVITIES-PROHIBITED r NOTIFICATION OF FAA CORE COMPENSATION r ELECTION - FEGLI
TSP-1 THRIFT SAVINGS PLAN UNFILLED
OF-306 DECLARATION FOR FEDERAL EWPLOYMENT ¥ 051 AND OR SCI ACKNOWLEDGEMENT OF NELIGIBILTY [ ELECTION
REQUIRED READING MATERIAL ml RI-20-97 ESTIMATED EARNINGS DURING MILITARY SERVICE m TEP-1-C THRIFT SAVINGS FLAN
CATCH-UP CONTRIBUTION UNFILLED
SELECTIVE SERVICE REGISTRATION r SF-1152 DESIGNATION OF BENEFICIARY - UNPAID COMPENSATION | ELECTION
SF-1189A DRECT DEPOSIT SIGNUP FORM v SF-144 STATEMENT OF PRIOR FEDERAL SERVICE v
SF-180 REQUEST PERTAINING TO MILITARY RECORDS i SF-181 ETHNICITY AND RACE IDENTFICATION v _—
5F-256 SELF IDENTIFICATION OF HANDICAP Ird SF-61 APPOINTMENT AFFIDAVITS V. SF-1188A DIRECT DEPOST SUBMITTED \
SE_R12VERIEICATION OF CAMDAIGN NP EYPENTION TIME Ll LINEMDI OVMENT INGIIDANCE RENEETS — SERUEL RN

Forms Status Detail

The In Processing Forms content frame on the Hiring Doc tab (see Figure above) provides
a summary of forms that have been sent to a selectee along with their various statuses. If the
HR Rep wishes to send an additional form that was not initially assigned, simply click the
box for that form then ‘Save and Refresh’ the page. The new form will be added to the new
user’s ‘In Work’” forms tab. Form status categories are as follows:

» Unfilled. The form status is unfilled until the selectee opens the form and performs

a save, at which time the status changes to In Work.

» In Work. Once the selectee opens the form and performs a save, the status is
considered “In Work.” A form remains in this status until it is submitted. (Note:
HR cannot view forms with an “In Work™ status.)

Submitted. The selectee has submitted the form to HR.

Rejected. This status indicates that the form has been rejected by the HR rep back
to the selectee. Click on the hyperlinked word ‘Reject’ to see results of the error.

» Approved. HR has approved the form.




Note: If the HR Representative determines a form needs to be changed (before it is
completed or sent to FPPS) they can “unapprove” the form.

» Completed. This indicates a form has been completed and can no longer be

modified.

eOPF Send Requested. The HR rep has sent a form to a new hire’s eOPF.

eOPF Confirmed Sent. This is confirmation that a form has been

accepted/processed in a new hire’s eOPF.

» eOPF Failed. This indicates a problem was encountered as a result of sending a
form to eOPF. Click on the hyperlink (eOPF Failed) to read results of the failed

attempt.

PROCESSING FORMS

HR begins “working” a selectee’s forms from either the Hiring Doc screen (described
above), or, the In-processing Report in the Special Programs Module (see Chapter 3). The
main difference between the two areas is when you first access the In-processing report; it
provides a summary level of all selectee forms. Once the selectee has submitted at least one
form, their name changes from black to a blue hyperlink. Click on the hyperlinked name to
display the forms processing grid. On the Hiring Doc screen, simply click any form title
under the In-processing Forms header (right side of screen) and the forms processing grid

appears. From this point on, processing is the same (see Figures below).

Inprocessing
All New Hires (!= Locked EODS User)
4618 HARGROWVE, JAMES 45 1 4 0 0 1
4649 WATERS, LEE 50 0o 1 1} 0o 1
4852 CLIPPER, ALBERTA 50 0 i} 1] 0 2
4654 WEST MATTHEW o 0 1 0 0 1
4856 MULLINS RICH 0 1] 0 1] 1] 1
4658 WATERS, CRYSTAL 47 1 1 1} 0o &
4683 SHOWERS, APRIL 0 1] 0 0 1] 2
4599 VALLE, BRANDON 52 0 0 0 0 [}
Special Programs In-processing Report
9 EMPLOYMENT ELIGIBILTY
Uncheck All Forms VERIFICATION 2010 L
EODS Forms MEMQRANDUM - DRUG AND OR
OF-306 DECLARATION FOR
ACKNOWLEDGEMENT OF RECEPT ~ DOT 2730-2 EMPLOYEE INFORMATION FORM ~ SELECTIVE SERVICE UNFILLED
REGISTRATION
DOT-1631 DOT FAIR CREDIT REPORTING ACT DISCLOSURE AND
AUTHORZATION |7 DOT-1681 IDENTIFICATION CARD - CREDENTIAL APPLICATION |7 SF-144 STATEMENT OF PRIOR -
EDUCATIONAL DATA |7 EMERGENCY NOTIFICATION |7 GELSEALEELE:
SF-181 ETHNICITY AND RACE
EMPLOYMENT AGREEMENT ~ ETHICS PLEDGE ~ IDENTFICATION COMPLETED
FAA FACT SHEET |7 FAIR CREDIT REPORTING ACT |7 SF-258 SELF IDENTIFICATION OF SUBMITTED
HANDICAP
-9 EMPLOYMENT ELIGIBILITY VERIFICATION 2010 F INVENTIONS MADE BY EMPLOYEES F
NOTIFICATION ABOUT QUTSIDE EMPLOYMENT-ACTIVITIES-PROHIBITED ST APPOINTHENT UNFILLED
- - AFFIDAVITS
MEMORANDUM - DRUG AND OR ALCOHOL TESTING F FINANCIAL INTERESTS. F
UNEMPLOYMENT INSURANCE
NOTFICATION OF FAA CORE COMPENSATION F OF-306 DECLARATION FOR FEDERAL EMPLOYMENT F BEMNEFTS UNFILLED
0S| AND OR SCI ACKNOWLEDGEMENT OF INELIGIBILTY |7 REQUIRED READING MATERIAL |7 Benefits
RI20-97 ESTIMATED EARNINGS DURING MILTARY SERVICE |7 SELECTIVE SERVICE REGISTRATION |7 _
SF-1152 DESIGNATION OF BENEFICIARY - UNPAID COMPENSATION 2 SF-1199A DIRECT DEPOST SIGNUP FORM I~ 3300-34 NILTARY STATUS.

En 1 ER




Hiring Doc In-Processing Forms List

Note: Comments can be added to a form at any time without actually “processing” the form.
Simply enter the comment(s) and click the Update button.

GENERATE TICKLER FOR DATE SENSITIVE FORMS

The system automatically generates an email to the selectee when they have not submitted a
date sensitive benefit form in a timely manner. This email is generated 7 days prior to the
form’s due date. The date the email is sent will be displayed on the Special Programs HR
Report — New Hires Due Date for Forms. The HR Specialist has the capability to re-send
the email reminder to the selectee by simply clicking the resend button which will regenerate
an email reminder to the selectee. Note: Ensure the email address is correct for the selectee
by reviewing the ‘Primary Email Address’ data on the Selectee Info screen.

TRACKING FORMS

Each step of a form’s life cycle is tracked in the Form’s status history. To display the
history, click on the link in the Status column. The status displays an audit trail for each
action on the form (see Figure below). Whether it is the selectee submitting the form or HR
“unapproving” a form, the history is tracked and displayed in this status history.

Submitted Forms for CRYSTAL WATERS

Appointment

| Process | | SF-181 ETHNICITY AND RACE IDENTIFICATION ‘ ra - | |APPRO‘.’ED |

Available Actinne: & Linannroun " candinCODE ™ Camnintn

Form Comm
Bubmission Information to FPP S
WTTS ID
Hame

Form

Date Sentto FPPS

Update | Error Count from FPPS

Error Message from FPPS

Process | r
| & close Window: |

Form’s 5tatus His

’—Pmm ||’I APPROVED 10/18/2010 02:05:59 pm NBCENMGD
SUBMITTED 10/18/2010 02:00:31 pm CRYSTAL WATERS
Process ||' UNFILLED 10/08/2010 05:51:13 am NBCEMGD
Progess ||—u [ I . 59 Al

Forms Status History

» HR Specialists have the option to receive an email notification each time a form is
submitted by the selectee. If the HR Specialist wants to receive an email each time
the selectee submits a form, click the YES radio button on the Selectee Info screen
(see Figure below). The email field will be populated with the WORK email address
populated in FPPS. If there is no work email address in FPPS; or, the email address
is different, the field allows for input. If necessary, enter the new email address. Each




time the selectee submits a form, the system will automatically generate an email to
the HR Specialist (See Figure below). Note: The default on all records is set to

< (N O » A
T T
=
Authorizing Oficial [y Al ADANS s> Sekctes [ *F
HR Specialist. [TAARA SAUCE s> Sekctes | ¥
HR Specialists Phone # | Ext |
HR ist's Email [1E| KNS@NBC.GOV

Receive email when selectee submits a [HR Specialist’s Phone
’V(‘ vEs  # no

Selectee Info screen-HR email notification option

Subject TOMY HILL - EQODS Form Submission
Frorn TOMY HILL EQDS Forrn Subrmission
Ta: TOMY HILL

Date: 121672010 09:53 AM

Please be advised TONY HILL has submitted the following form for your action:

Form MName: SF-11%%A DIRECT DEPOSIT SIGHUP FORM
Date Submitted: 12/16/2010

WITs ID: 3456

ECD: 1211642010

Please do not respond to this email

Sample email notification sent to HR Specialist.

THE FORMS PROCESSING GRID

» 'The forms processing grid is a “one stop shopping” area to review the status of a
selectee’s forms (see Figure below).

» 'The tools legend is displayed above the grid.
e  When an action is completed, the grid displays the word “Done”.
e When an action is skipped, the grid displays an “X”

e When an action does not apply, the grid displays an “N/A”.

e When an action requires HR input, the grid displays (HR) beside the form title.




APPROVED

Showing 1 to 1 of 1 entries
r{Pay Related
W-4 FORM 2015 FEDERAL INCOME TAX WA SUBMITTED

Showing 1 to 1 of 1 entries
{other

DOI INVENTIONS MADE BY EMPLOYEES NIA SUBMITTED

Showing 1 to 1 of 1 entries

Forms Processing Grid

APPROVE A FORM (AFTER APPROPRIATE REVIEWS HAVE BEEN
PERFORMED).

» Click the Process button under the Actions header. The “Process Form” pop-up
displays and the available actions are shown (see Figure below).

o ) ]
" 4

‘W-4 FORM 2015 FEDERAL INCOME TAX

Available Actions

Would you like to send the Selectee an email when you approve this form?
D Yes

@ Mo

Form Comments (You can add a comment at anytime without selecting an above action. Size limit is 4000 characters) '
Add desired comment here. -

Forms Processing Grid - Approve Form

e Click the Approve radio button. If the form is ready to be approved, click the
“OK” button. The form’s status is immediately updated to “Approved” under
the Status header.




APPROVED Add desired comment here

Showing 1to 1 of 1 entries

Forms Processing Grid — “Approved” Status.

e Send Approval email to selectee. The HR Rep must click either the “Yes or No’
radio button (see Figure above) to send an email to the new hire to inform them
that a form has been approved by HR. An example of the email sent is shown
below (see Figure below).

Please be advised CJ WILSON has submitted the following form for your action:
Form Name: SF-1199A DIRECT DEPOSIT SIGNUP FORM

Date Submitted: 12/21/2011

WTTS ID: 6815

EOD: 12/08/2011

Please do not respond to this email

Forms Processing Grid — Send email approval to new hire (cont’d).




UNAPPROVE A FORM

» An HR specialist can “unapprove” a form if it has not been sent to another system,
for example, FPPS (see Figure below). After clicking the “Process” button, choose
the “Unapprove” radio button on the Process Form pop-up and click “OK”. The
form’s status is updated to “Unapproved”. The HR’s electronic signature and date,
if applicable, are removed.

SF-131 ETHNICITY AND RACE IDENTIFICATION

NOTE

Form cannot be sent to FPPS until WTTS Status =T - SELECTEE SENT TO FPPS.
Click OK to save changes to the Form Comments.

il Actions

@ Unapprove

T Complete \

Form Comments (You can add a co}h{m anytime without selecting an above action. Size limit is 4000 characters)
Put comments here. -

Unapprove a Form

REJECT A FORM

» To return a form to the selectee, reject the form. When the “Reject” radio button is
selected, the window slides down and a question is displayed as to whether or not the
HR specialist would like to send an email notification to the selectee (see Figure
below). If the “Yes” radio button is selected, an email is sent to the selectee. If the
“No” radio button is selected, no email is generated. Note: You must add a
comment when a form is rejected.




3F-2817 LIFE INSURANCE ELECTION - FEGLI {REVISED NOV 2011)

@ Reject w®
FWUMM you like to send the clee an email notification of the rejected form? (req ,]

@ vYes
Mo

Eorm oucan add s nment at anytime™ghout selecting an above action. Size limit is 4000 characters)

| Enter required comment rere) | \

Reject a Form

Sample of email that is sent to the selectee when a form is rejected (see Figure
below).

CRYSTAL WATERS EODS Form Regquires Attention
b—d] OFC 0OF THE SECRETARY to: CRYITAL WATERS

Your Human Resources Specialist has returned form (SF-181 ETHNICITY AND RACE
IDENTIFICATION) to vou for action

Please log on to EQDS (EODS web link: www.emploveeentranceonduty nbe.gov) to review
vour forms.

Human Resources Contact: WILLIAM ADAMS
Telephone Number:

Please do not reply to this email

Forms Processing Grid — Sample Reject Email

SEND FORM TO FPPS

» Once a form is approved, it can be sent to FPPS. When the Send to FPPS radio
button is selected, the screen expands to display the information that will be
transmitted to FPPS (see Figure below).




SF-256 SELF IDENTIFICATION OF DISABILITY REVISED JULY 2010

Available Actions

®): send to FPPS

Enter desired comment here.

‘You are about to send the following SF 256 information to .
All fields marked as (Required) are required.

N

WTTS ID (Required) 12709
Selectee Name (Required) STEVE SAX
S5N (Required) X-XX-2709
Dept Bur Subbur (Required) [N SOS 99
Projected Entry On Duty Date (Required) 02/20/2015
Disability Code (Required) 44 - NON-PARALYTIC ORTHOPEDIC IMPAIRMENTS \

Send to FPPS

» If the form is ready to be sent to FPPS, click the “OK” button. Once successfully
sent, the forms grid will display “Done” under the FPPS header. The
date/timestamp of when the form was sent to FPPS is displayed in form’s
Comments field.

SENDING A FORM TO EOPF

» The record must be completed (RLUP’d) in FPPS before a form can be sent to a
new hire’s eOPF (WTTS Status = “F”). Forms that require HR input must be
completed before the ‘Send to eOPEF’ becomes available on the forms grid.

» When the ‘Send to eOPF’ radio button is selected and the “OK” button is clicked,
the status of the form changes to ‘Send to eOPF Requested’.

» If an eOPF form is marked ‘Complete’ prior to sending it to the new hire’s eOPF,
the step to send the form to eOPF is “skipped” and it is no longer an option for the
HR user. As described in the next section, when a step in the forms processing grid
is skipped and marked ‘Complete’, the system assumes there is no further action to
be taken on this form.

» Once an eOPF form is sent to a new hire’s eOPF, it may take 15-20 minutes to see a
‘Completed’ response returned from the Office of Personnel Management (OPM).
It is important for the HR user to follow-up with appropriate action when errors are
received back from OPM (displayed in the Status’ column.

COMPLETING A FORM

» When a form is “Complete, it requires no more action or was sent to its final
destination (i.e., FPPS, eOPF, etc.).




Croorn

SF-181 ETHNICITY AND RACE IDENTIFICATION

NOTE
Form cannot be sent to FPPS until WTTS Status =T - SELECTEE SENT TO FPPS.
Click OK to save ch to the Form Ci

~{ il Actions

i [ ':‘;,:' Complete “

| Form Comments ou cah?ﬂqmment at anytime without selecting an above action. Size limit is 4000 characters)
Add desired comments here. -

Completing a Form
SKIPPING A STEP

» If necessary, a step in the processing path can be skipped. For example, if FPPS
already had the selectee’s banking information, the SF-1199A would not submit to
FPPS. Instead of clicking the Send to FPPS button, the HR specialist would click
the “Complete” button. The Forms Grid will be updated to show the record in
Completed status.

DIVERSITY TAB/SCREEN

r| Edit Record

Seve | [SenaRFE®FPPS | [ SendEODS eMaifs) | [ Send Seleces Ifate FPPS |

Position Info. || Create Hire Action || Recruitment RequestInfo. | UploadDoc || Staffing/EOD Conditions Selectee Info.

Ll Diversity

Ethnicity and Race Indicator

[0 HisPANICLATING

[0l AMERIGAN INDIANALASKA NATIVE

[0 asian

[ BLACKIAFRICAN AMERICAN

[0l NATIVE HAWAIIANIOTHER PAGIFIG ISLANDER
B wrie

Disability | Select a Disabilty

Ethnicity and Race Indicator

PREVIOUS.

[SendRFEwFFPS | [ SendE0DS eMails) | [ Send Selecies info to FEPE |

Diversity Tab/Screen

The Diversity tab (see Figure above) contains two fields, which are described as follows:




> Ethnicity and Race Indicator. Either a person with the EEO role or the selectee
completing the SF181 in EODS populates the appropriate fields. WTTS is updated
with the selectee’s information when the SF 181 is submitted to FPPS. One, or any
combination, of the race/ethnicity identifiers can be selected.

This form is optional; the selectee can submit the form blank. Note: the HR
Representative can submit this form to FPPS blank.

» Disability. Either a person with the EEO role or the selectee completing the SF256
in EODS may populate the appropriate field. WTTS is updated with the selectee’s
information when the SF 256 is submitted to FPPS.

This form is optional; the selectee can submit the form blank. Note: the HR
Representative can submit this form to FPPS blank.

GAIN REPORTS

There are five Gain reports: In-work Gains, Published Gains, Unused Records Report,
Declinations, Completed Gains, Declinations, and a Search Gains tool. Reportts can be
accessed in more than one way. On the Gains Dashboard, click on one of the SOS Gain
Reports on the left side of the screen (see figure below). Or from within one of the reports,
navigate to another report by hovering over the word “Reports” in the WTTS Menu Bar to
display a dropdown menu with a list of available reports (see figure below) or, select a report
from the Gain Reports content frame on the Home Page (see Figure below). These reports
will reflect the combined queues of the user, if applicable. The Bureau or sub bureau is now
in the login information so the HR user knows which bureau they are logged into WT'TS as.

-| Gains
Fill Yacancy
Search Gains
Dashboard
In-wicrk Gaing Report
Published Gains Report
Completed Gainz Report
Unused Records Report
Declinationz Report




CWTTS

Reports Menu from the Home Page Gains Module
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Gain Reports from the Dashboard

EXPORT TO MS EXCEL

All reports (In Work Gains, Published Gains, Completed Gains, Declinations, Search, and

all Special Program reports) have a link to “Export to Excel” at the top and bottom of each
page (see Figure below). If you are exporting a report that has more than one page of data,
all the records are exported to the report




+FILL VACANCY +REPORTS +MANAGE +FAQS +FEEDBACK  +HELP
Home > FY 2012 Gain Dashboard > Search Dashboard > IN Search Results: Completed Gains For FY 2012

Gains Reports
Resulis 1-60of6
Export to Excel

ERBEEE 6263 G5/0318/03 SECRETARY NPS  IM 114 |BELL BRENDA | B- COMPLETE/ |01/10/2012 NBC-TWENTYSEVEN, | Complete
AUDITED TRAINING
EMBEBEERE 6781 GS/1802/12 COMPLIANCE INSPECTION | NBS ™M 1345  SMITH, JOHN B- COMPLETE/ |11/22/2011  NBC-TWENTY¥SEVEN, Complats
AND SUPPORT s AUDTED TRAINING
EEBBECE 6776 G5/0318/03 SECRETARY NPS  IM 110 | BAKER, NORMA B- COMPLETE/ |01/23/2012 ZIMMERMAN, DANAM | Complete
JEAN AUDITED
EEEEEE 473 ©5/1910/12 QUALITY ASSURANCE MBS IM 1212 BLACK, BE- COMPLETE/ | 10/05/2011 NBC-TWENTYSEWEN, | Complete
RICHARD & AUDITED TRAINING
EMBEBER s457 65/1531/07 STATISTICAL ASSISTANT | NBS ™M 1345 | FISHER, B- COMPLETE/ |10/06/2011 CHISHOLM, FRED Complate
RONALD 4. AUDITED
EFBELR 456 G5/0460/08 FORESTER NBS | IM | 1212 WHITE BERRY | B- COMPLETE/ |10/05/2011 CHISHOLM, FRED Complate
AUDITED

Export to Excel
Resufis 1 -6 016

Back to top
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Export to Excel

When you click the link to ‘export’ your report; or, if you have saved the report and you are
opening it, you may or may not see the following pop-up (controlled by group security
policies) and a small pop-up window in the background (see Figure below).

icrosoft Office Excel x|

' The file wou are krying ko open, 'export.xls', is in a different format than specified by the file extension. Yerify that the file is not corrupted and is
. from a trusted source before opening the file. Do you want to open the File now?

fes | Mo | Help |

Export to Excel (cont’d)

» Click “YES” to continue

» If you click “NO”, the process will stop and you will need to close the pop-up
window manually.

You will need to adjust some column widths to see all cell data.




IN-WORK GAINS REPORT

The In-work Gains report (see Figure below) displays a list of ongoing hiring actions. This
report provides a summary of actions that are in process. When a record is in the "in-work"
status, this means a selection has not been made or a selectee has not been provided access
to complete forms in the EODS. The In-Works Gains Report is available for export to MS

Excel.

+FILL VACANCY +REPORTS

| Home > FY 2012 Gain Dashboard > IN In-work Gains For FY 2012 |

Results 1 - 50 of 151
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Select one or more records up to 15 before clicking here.
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PUBLISHED GAINS REPORT

The Published Gains report (see Figure below) provides a list of all hiring actions that have
been officially “published.” Records are not published until a selection has been made. As

previously mentioned, publishing does two things. First, it generates emails to the selectee

so they can begin completing employment forms and documentation. Second, it populates

information in the Special Program reports. The Published Gains Report is available for
export to MS Excel.
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+REPORTS

Home > FY 2012 Gain Dashboard > IN Published Gains For FY 2012
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UNUSED RECORDS REPORT

If a WTTS Record is no longer needed, it can be marked as “Unused” from within the In-
Work Gains Report. After clicking the Unused icon associated with a record, a pop-up
screen will allow the user to enter a reason the record is unused and enter a note up to 200
characters. From the pop-up, click the “Move to Unused Records Report” button when you
are ready to mark the record “Unused” and move it to the Unused Records report.

Move Record to Unused Records Report

Move Record to Unused Records Report

Record Information

WITS ID 11534
Bur/SubburiOrg  10/1M/0118

Reason  Select s reason -
( p
. HIRING FREEZE
fotes {Limited o 200 characters) || , 0\ o FuNDING 1
MANAGEMENT REQUEST
( POSITION NO LONGER NEEDED
POSITION RESTRUCTURING
REORGANIZATION PENDING
i CTHER
4
I Cancel Move to Unused Records Report

“Move to Unused Records Report” popup

The Unused Records report (see Figure below) displays those records that have been marked
“Unused”. The Unused Records Report is available for export to MS Excel.

o b e A A A A A A A VA

PP

A A AR A A PR

—|unused Records for Fr 2014
Export to Excel
Show 25 ~ entries Search:
Pay Plan/ s s
Tools Dk 5 O Position Titie: Bur Subbur Org Hirng Reason - Hotes - Wodified
it Progress

BC-
U-UNUSED
PELsoEEE TR 7 No QUALIFIED APPLICANTS TWENTYTHREE,
TRAINING

EIE] s csossons  Tealcuoe WP o118

NBC-
[EJE] t1sf0  Gswo1sos  SAFETY TECHNICIAN NFS I 1217 E;;EDE gé‘gﬁ:;&m TWENTYTHREE,
TRAINING

[EJE] 11514 8026013 PROGRAM MANAGER SOS 99 0868473 tr&ﬁiﬁﬂ OTHER A TesTivG WEGENER, AMIE
== DD g MAASENEN
Unused Records Report

DECLINATIONS REPORT

The declinations report (see Figure below) displays those records that indicate the selectee
has declined a position (status ‘D’). Once the HR Representative has performed the
declination function, the selectee’s information is cleared from the hires record which allows
the HR Representative to make another selection in the eRecruitment system to populate the
WTTS record. WTTS will delete all forms data associated with the record that is either
deleted or declined. A statement has been added to the Declination pop-up to alert the user




that any form data associated with the record will be deleted (see Figure below). The
Declinations Report is available for export to MS Excel.

l.x.
Move the following to Declination
Declination Information
WTTS ID 6288
Bureau 505
Subbureau 99
Dreclination Date 0aMs2011 (mmiddiyyyy)
Declination Type IOTHER Yl
Notes |
{Limited 200 characters}
=
For Year |2011 VI
WARNING: Any form data associated with this record will be deleted.
} Mowe to Declination 4 } Close Window J
+MANAGE +FAQS +FEEDBACK +HELP
Home > FY 2012 Gain Dashboard > IN Declinations For FY 2012
Gains Reports
Resutts 1-7 of 7 \A FY Reporting
Decinaton Py 122721/
7781 OTHER 505 99 . 02/24/2000 N/A
7781 OTHER s0s 99 . 01/24/2000 N/A
7761 OTHER s0s 99 . 02/24/1600 N/A
7742 OTHER 505 99 LUCKY, LUCY LADY 01/03/2012 View
7721 OTHER 505 99 ' 01/14/2012 N/A
7115 LOGATION sos ESS MANAGEMENT, GRANT 5 08/19/2011 View
7051 | OTHER sos ES! FUTURE, CARA 07/25/2011 N/A

Export to Excel
Resufts 1-7of 7
Back to top

Declinations Report

COMPLETED GAINS REPORT

The Completed Gains report (see Figure below) shows all records where an HR
Representative has completed the record in FPPS (RLUP’d in FPPS) and then “Audited” the
record in WTTS. When the record is audited, the status changes from “F” to “B”. A record
cannot appear on the Completed report unless it has also been published. The edit icons
function like those on the Published report. The Completed Gains Report is available for
export to MS Excel.
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Chapter 3: Reports Module

OVERVIEW

The Reports Module contains the following reports: Five Activity Reports, which include the 80-
Day Hiring Report, Drug Testing, Facilities and I'T Security, In-processing, and the New Hire
Report, and two HR Reports (see Figure below). HR Reports include the EODS Access Expiration
and New Hires Due Date for Forms reports. Descriptions of each report are provided in this
section. The Drug Testing, New Hire Report, Facilities and I'T Security, and In-processing reports

are limited by fiscal year. All of the aforementioned reports are available for users to export to MS
Excel.

Workforce Transformation Tracking System

You sre logged in as: HENRY PYLE , IND199 (Muliple)
WTTS Last Login was: D1/16/2015 @ 11:24:35:AM

Skip Navigation
Logout

Manage >  Feedback FAGs

Help
The ion Tracking System. WTTS provides tracking and reporting of Drosnezﬂl\irirla actions, mobility, and losses. WTTS also provides data and notifications for use in the
Employee O ion Process and reporting for i ion, and Diversity
i LS Template Library
Fill Vacancy 80-Day Hiring Activity Report
Search Gains - Acknowledgements Drug Testing - Create Separations - HR Emails
Dashboard mails Faciities and IT Security - Separation Reports - HR Emails with Letters
In-wark Gains Report - Emails with Letters Inprocessing - Supervisor Emails
Published Gains Repart - Information Documents New Hire Report - Supervisor Emails with Letters
Completed Gains Report EODS Access Expiration
Unused Records Report New Hires Due Date for Forms
Declinations Report

Reports Module on the Home Page

The Reports can be accessed from the Home Page Reports Module or from the top of the page
from any of the individual reports.

e }
(| [iseishon navigston | |
e Fe oo

B30-Day Hiring Activity Report ECDS Access Expiration NOTE: Selecting a different report to view
Drug Testing Mew Hires Due Date for Forms will reset the selected year to the current
Facilities and IT Security fiscal year.

Inprocessing

Mew Hire Report View By FY 2015@@

[Drug Testing

ow BB entries

BAKER, DUSTY 3 NOV TRAIN

0199 A - NRC-MANDAT!




Access to Reports from within the Drug Testing Report

ACTIVITY REPORTS

80-DAY HIRING ACTIVITY REPORT

The 80-day Hiring Activity report is a tool to assist HR Offices measuring and monitoring
the process of end-to-end hiring (see Figure below).

80-Day Hiring Activity Report
The purpose of the report is to provide information that will assist HR Offices for measuring and monitoring the process for the end-to-end hiring.

Show B entries

BAKER. 3NOVTRAIN 2014111103 2014111403
DAKER, IND19960866472
B, 11DECTRAIN  AAAZZ NoicEDsgeery 201201 2014412111 W40 014K
BOURNE, PRODUCTION 2014ri020 201451124 2014110014 2014110
BETTY CONTROL INTOIMI231
SPECIALIST
BROWN, SECRETARY 150260155 2014112015 2014112101
BURTON, SURVEY 201411020 2014112102 20141104
JACK TECHNIGIAN SHE)
CAREW, 26 4N TRAIN L 2D1SIE 20151128

80-day Hiring Activity Report

The determining factor for what displays on this report is the “Include for 80-day Hire
Reporting” field on the Staffing screen in WTTS. If the “Yes” radio button is selected,
information from WTTS will be used to populate the report. 1If the “No” radio button was
selected, the HR Specialist had to give a reason for not including it on the report. Also note,
a record must be Published before the data will appear on the report.

Access to the 80-day Hiring Activity report is granted by the WT'TS Security Administrator.

The 80-day hire report calculates two counts. First, the elapsed number of days between
when the RFE was sent to FPPS (status = “R”) and the Projected Entry on Duty Date is
calculated. Also, the system calculates the number of days between when the RFE was sent
to FPPS (status = “R”) and the Official Offer Accepted Date (see Figure below).
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80-Day Hiring Activity Report

The purpose of the report is to provide information that will assist HR Offices for measuring and menitoring the process for the end-to-end hiring.
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Elapsed Days Computation Example

IN-PROCESSING REPORT

HR Representatives use the In-processing report (see Figure below) to monitor the
summaty-level status of selectee employment documentation/forms. The report provides a
status whether a form is “In-work™ or “Submitted” by the selectee. It also shows whether
the report has been “Approved”, Sent to FPPS, or Completed by HR.

{Inpmoessinn

Show EIJE entries

12387 1 BAKER, DUSTY INO19980886472 6 &7 o 0 0 0 0

12625 1 CAREW, ROD INO19960866472 6 66 o 0 ] 0 2

12420 1 CHURCH, ERIC IND199B0888472 0 ] o 1 i} 0 1

12449 1COBB, TY INO19980886472 6 &3 3 1 0 0 0

12372 1DAE, VOTIN INO19960866470 a 1 a 0 0 0 1
T e e P e e e fma P P S PP P i it

The In-Processing Report

As a way to track whether or not the selectee has begun working in EODS, the name
appears in black or blue text. If the selectee’s name is black, they have not logged into
EODS and submitted any forms. Once a form is submitted, the name becomes a blue
hypetlink. Click the name to see detailed forms information for that selectee.

For more information about processing forms, see the Processing Forms section at the end
of this chapter.

DRUG TESTING REPORT

This report (see Figure below) can be used to track drug testing requirements for new hires.

[Dmu Testing ]
Show FEJES entries Search] Export o Excel
BAKER, DUSTY 3 NOV TRAIN 0199 A - NRC-MANDATORY ELKINS, JODY
BERRA, YOGI 11 DEC TRAIN 0199 A - NRC-MANDATORY ELKINS, JODY
BOURNE, BETTY PRODUCTION CONTROL SPECIALIST 10 1M N - NOT SUBJECT TO DRUG TESTING CHISHOLM, FRED
BRAGGER, COVERT | EMAIL TESTER 0199 N - NOT SUBJECT TO DRUG TESTING PYLE, HENRY
BROWN, MOLLY ‘GUIDE 0198 D - MEDICAL CERTIFICATION REQUIRED 'WEGENER, AMIE
BROWN, SARA SECRETARY 1508 N - NOT SUBJECT TO DRUG TESTING TRAINING 13, ASCTR13
BURTON, JACK ‘SURVEY TECHNICIAN 101M N - NOT SUBJECT TO DRUG TESTING CHISHOLM, FRED
0SS ST PSR




Drug Testing Report

Access the Drug Testing report by left-clicking on the report hyperlink in on the WTTS
Home Page Reports Module.

FACILITIES AND IT SECURITY REPORT

The purpose of this report (see Figure below) is to provide Facilities and I'T Security with
advance notice of a new hire’s arrival date and physical location for the new hire’s work
location. Providing this advance notification can expedite the process for granting new hires
access to computers and other work equipment.

Facilities and IT Security
The purpose of the report is to provide a list of the expected office locations for new employees. The target audience is the new employee, supervisor, administrative support IT, and
facilities.
Show EEJE entries Search Export to Excel
BAKER, DUSTY 3 NOV TRAIN 0188 2014/11/03 ELKINS, JODY
BERRA, YOGI 11 DEG TRAIN 0199 2014/12/11 ELKINS, JODY
BOURNE, BETTY PRODUCTION CONTROL SPECIALIST 10IM 2015101125 ‘CHISHOLM, FRED
BRAGGER, COVERT | EMAIL TESTER 0199 73 200 201411124 PYLE, HENRY
BROWN, MOLLY GUIDE 0188 'WEGENER, AMIE
BROWN, SARA SECRETARY 1506 2014112128 TRAINING 13, ASCTR13

Facilities and IT Security Report

Access the Facilities and IT Security Report by left-clicking on the report hyperlink in on the
WTTS Home Page Reports Module.

NEW HIRE REPORT

The purpose of this report (see Figure below) is to provide the appropriate personnel the
new employee’s contact and organization information.

The purpose of the report is to provide a list of the contact information for the new employee. The target audience is the Inprocessing Team.

Show EEJE entries Search] | Exporito Excal Jf

[New Hire Report }

BAKER, 123 MAIN ST JODY_ELKINS@IBC.DOLGOY (303) 8887777 201411103 IND19960866472 3NOVTRAIN  FULL TIME

DUSTY DENVER GO 80230 HR SYSTEMS APPOINTMEI
MANAGEMENT BRANCH

BERRA, 123 MAIN ST JODY_ELKINS@IBC.DOLGOY (303) 999.-8888 2014112111 201412111 IND19960866472 11DEC FULL TIME

YOGI DENVER CO 80230 HR SYSTEMS TRAIN APPOINTMEI
MANAGEMENT BRANCH

BOURNE, 1769 SUNSET LANE EODSTNGIT@IOS DOLGOV (303) 555-9292 201501425 2015001726 IN10IM1231 PRODUCTION  FULL TIME

BETTY GOLD GITY GO 80235 OPERATIONAL SUPPORT & ~ GONTROL APPOINTMEI
PROF SVC SPECIALIST

BRAGGER, 12345 5. MAIN ST HENRY_PYLE@IEC.DOIL.GOV (303) 555-5555 2014711024 2014/11724 IND19960866100 EMAIL FULL TIME _

New Hire Report

Access the New Hire Report by left-clicking on the report hyperlink in on the WTTS Home
Page Reports Module.




HR REPORTS

The HR reports are designed to provide an HR Representative information as it relates to
EODS. Both reports are accessed from the Report menu (see Figure below). The two HR
Reports are “BEODS Access Expiration Report” and “New Hires Due Date for Forms
Report™.

EODS ACCESS EXPIRATION REPORT

This report, along with the New Hires Due Date for Forms report (see below) is designed to
provide an HR Representative information as it relates to EODS. The EODS Access
Expiration Report provides a comprehensive list of all new hires whose access to EODS will
expire within 15 days. The EODS expiration is computed using selectee’s EOD plus 90
days (see column 1).

EODS Access Expiration Report for Friday, January 16, 2015
Within 15 days of EODS access expiration

Show B entries Search] | ExportioExcel
EoDs.
20150118 12288 HERE, FALLZ ELLEN M_GALAROWICZ@IBCDOLGOV  (303)969.5482 2014710120 201411016 INO1S860BEE472  COX, JOHN
20150118 12354 JONES, MIKE MICNES@AOL COM (303)555-3343 201411020 201410128 IN10IN1335 HENRY,
AARON
20150118 12304 THETANK, STEWART AMSPACHER@IBCDOLGOV  (303) 3033003 2014710120 20141020 IND11010000000  ABBS,
FRANK JEFFREY

EODS Access Expiration Report

NEW HIRES DUE DATE FOR FORMS REPORT

This report (see Figure below) provides the HR Representative a comprehensive view of
selectees forms that are date-sensitive and when the form is due (Form Exp Date).

New Hires Due Date for Forms Report for Friday, January 16, 2015
Within 14 days of form submission deadline

Resending the notification email is available if the following conditions are met
- Selectee Email Address is not empty

= The Email Sent Date is not empty
= The Form Status is Unfilled, In-Work or Rejected

Show PEJE entries Search] | Bwonsomxess
12405 SEAVER, JODY_ELKINS@IBC.DOLGOV ~ 2014/11/20  DG-60 FEHB Premium Conversion Waiver ~ UNFILLED 20150118 20150112 IND19960866472 WAS, BINA
TOM lection
12405 SEAVER, JODY_ELKINS@IBC.DOL.GOV ~ 2014/11/20  FEGLI FEHB FEDVIP TSP FSALTC UNFILLED 2015101118 20150112 IND18960866472 WAS, GINA
@ TOM BENEFITS

New Hires Due Date for Forms Report

PROCESSING FORMS

The HR Representative can approve, reject, unapprove, or mark complete a selectee’s forms
from the In-processing report (just like they can from the Hiring Doc screen).




[Inpmmsinn }

Show EEJE entries

12703 THETANK, FRANK 1ND11010000000 1] Q a 1] [} o 1
12697 THETANK, FRANK 1ND11010000000 ] Q a ] ] o 1
12696 THETANK, FRANK INO11010000000 o 1 1] o [} 0 0

In-processing Report

In order to take advantage of the real-time integration between WTTS and FPPS, multiple
forms are categorized as “send to FPPS”. Once sent, these forms update the FPPS database
thereby eliminating the need for HR Representatives to manually input data.

Follow the procedures below to approve, reject, complete, or unapprove a form, as well as
send a form to FPPS.

» 'The In-processing report provides a summaty level of all selectee forms. Click on the
“Process” button next to the WT'TS ID to display the forms processing grid for the
record selected.

DOT-1831 IDENTIFICATION CARD - CREDENTIAL Done NIA A APPROVED
APPLICATION

Please update the type

DOT/FAA-3300-8 RECORD OF FAMILY RELATIONSHIP Ni& SUBMITTED
Te—— EMPLOYMENT AGREEMENT NIA NA SUBMITTED
Fas FACT SHEET MIA SUBMITTED

Forms Processing Grid

APPROVE A FORM (AFTER APPROPRIATE REVIEWS HAVE BEEN
PERFORMED).

» Click the “Process” button next to the form being processed. A pop-up window opens
and the available actions are displayed with radio buttons (see Figure below).




5F-256 SELF IDENTIFICATION OF DISABILITY REVISED JULY 2010

—| i Actions

@ Approve
© Reject

—[Wuuld you like to send the Selectee an email when you approve thiz form? (requii 1

© es
@ o

Form Comments (Y'ou can add a comment at anytime without selecting an above action. Size limit is 4000 characters)
Put Comments Here | -

Form Processing Pop-up

e Click the Approve radio button. Click the “Yes” or “No” radio button to determine if the
selectee will be notified by email, and enter any form comments in the “Form Comments”
field. If the form is ready to be approved, click the “OK” button. The form’s status is
immediately updated to “Approved”.

UNAPPROVE A FORM

» An HR specialist can “unapprove” a form if it has not been sent to another system or
example FPPS (see Figure below). Click the “Process” button and choose the
“Unapprove” radio button in the forms processing pop-up. Enter any desired comments
and left-click the “OK” button. The form’s status is updated to “Unapproved”. The
HR’s electronic signature and date, if applicable, are removed.




5F-181 ETHNICITY AND RACE IDENTIFICATION

NOTE
Form cannot be sent to FPPS until WTTS Status =T - SELECTEE SENT TO FPPS.
Click OK to save changes to the Form Comments.

Acti

@' Unapprove |
I Complete \

Form Comments (You can add a com at anytime without selecting an above action. Size limit iz 4000 characters)

Putcomments here. \

Unapprove a Form

REJECT A FORM

» To return a form to the selectee, reject the form. When the “Reject” radio button is
selected, the window slides down and a question is displayed as to whether or not the
HR specialist would like to send an email notification to the selectee (see Figure below).
If the “Yes” radio button is selected, an email is sent to the selectee. If the “No” radio
button is selected, no email is generated. Note: You must add a comment when a form
is rejected.

SF-2817 LIFE INSURANCE ELECTION - FEGLI (REVISED NOV 2011)

:I Available Actions

@ Reject

*<

—lWouId you like to send mh@c‘tee an email notification of the rejected form? lrequiredl]

@ ves
© No

Eoom O f= MVou can add a comment at anytimeWifhout selecting an above action. Size limit is 4000 characters)
Enter required comment here

Reject a Form




» Sample of email that is sent to the selectee when a form is rejected (see Figure below).

PEYTON MANNING EODS Form Requires Attention Inbox % =
OFC_OF_THE_SECRETARY @no.reply via ibc.doi.gov 2:53 PM (3 minutes ago) -
to me [~

Your Human Resources Specialist has returned form (SF-2817 LIFE INSURANCE ELECTION -
FEGLI (REVISED NOV 2011)) to you for action.

Please log on to EODS (EODS web link: www.
forms.

employeeentranceonduty. ibc.doi.gov) to review your

Human Resources Contact: GEORGE WASHINGTON
Telephone Number: (303) 555-5555

Please do not reply to this email.

4

Sample Reject Email

SEND FORM TO FPPS

» Once a form is approved, it can be sent to FPPS. When the Send to FPPS radio button
is selected in the Process Form pop-up window, the window slides down to display the

information that will be transmitted to FPPS (see Figure below).

Process Form

SF-256 SELF IDENTIFICATION OF DISABILITY REVISED JULY 2010

-| i Actions

Form Comments (You can add a comm
Enter desired comment here.

at anytime without selecting an above action. Size limit is 4000 characters)

You are about to send the following SF 256 information to X
All fields marked as (Reguired) are required.

SF 256 Information N

WTTSID (Required) 12709
Selectee Name (Required) STEVE SAX
55N (Required) )0<0<-3-2709
Dept Bur Subbur (Required) [N SOS 29

Projected Entry On Duty Date (Required) 02/20/2015
Disability Code (Required) 44 - NON-PARALYTIC ORTHOPEDIC IMPAIRMENTS \

Send to FPPS

» If the form is ready to be sent to FPPS, click the “OK” button. Once successfully sent,
the forms grid will be updated to indicate that the form was sent to FPPS.




» When there are multiple approved forms that are ready to send to FPPS, select the
checkbox beside the forms in the “Send” column for each form (see Figure below).
The ‘Send Selected Form(s)’ button is enabled and when clicked, the forms are sent to
the next logical step (i.e. FPPS, eOPF).

| Send Selecied Form(s) |

5F-256 SELF IDENTIFICATION OF DISABILITY REVISED Done NI
JULY 2010

Showing 1 to 1 of 1 entries

-{ Pay Related i
g —
fiva W-4 FORM 2015 FEDERAL INGOME TAX D NiA

Send Selecied Form(s)

e

Send multiple forms

COMPLETING A FORM

» When a form is “Complete”, it requires no more action or was sent to its final
destination (i.e., FPPS, eOPF, etc.).

SKIPPING A STEP

» If necessary, a step in the processing path can be skipped. For example, if FPPS already
had the selectee’s banking information, the SF-1199A would not submit to FPPS.
Instead of clicking the Send to FPPS button, the HR specialist would click the
“Complete” button. The Forms Grid will be updated to show the record in Completed
status.




Chapter 4: Separations Module

OVERVIEW

The Separations module allows the user to: 1) create and edit separations and 2) run reports
on both In-work and Completed separations.

A Supervisor or HR Specialist can access and create a Separation transaction. From the
WTTS Home Page, clicking the “Launch” button on the Separations Module directs the user
to the Separations Dashboard.

Note: There is no cross-servicing in Separations. You must be signed in with the Bureau
related to the separations employee.

Separations

- Create Separations
- Separation Reports

Separations Module from WTTS Home Page




THE SEPARATIONS DASHBOARD

. Workforce Transformation Tracking System
CWTTS v13.3

“Hnch 3, M

Create Separation Reports *  Manage ¥  Feedback FAQs Help

Home Separation Dashboard

— i Change FY Reporting and Navigsti
[ J

—| 50§ Reports FY Reporting

In-work Separations
2014
Completed Separations ByFY - @]

Separations Dashboard

CREATE A SEPARATION
Steps:

» Click “Create Separation” on the Separation Menu Bar.

Create Separation \h Reports *  Manage *  Feedback FAQs Help
Home Separation [ CT€ate Separation

Separations Menu Bar

e A search window displays to locate the separating employee. Enter the ECI or
Last Name, First Name, and Last 4 of SSN (all 3 fields are required).

—| Create Separati *
Create Separation

Create Separation

All below fields are required.

Search for current employee ECI {use search to populate) 4

Separation Type SELECT A SEFARATION TYFE El

Fiscal Year 2014 v

Create Separations Screen




e (lick “Search”.

If a match for the search criteria is found, it displays in the Search Results section
of the window. If the search results are correct (for the person to separate), click
the “Select” button. If they are not correct, click the “Cancel” button.

If there is no match for the search criteria, “No records found” displays in the
Search Results window. Click the “Reset”

> | Feedback | FALS I Help war—a
l Search for current employee
SEARCH FOR DEPT/BUR/SUBBUR'S CURRENT EMPLOYEES

You may search for a current employee by entering his/her ECl OR his/her last name, first name and
last 4 digits of social security number.

ECI
OR
Last Name jefferson

First N\ame thomas

55N Last4 4444

SEARCH RESULTS

Organization [M/01/99/60266473
Position Title  ADMINISTRATIVE ASSISTANT
SSN Last 4 4444
ECI IN0000000004
Full Name THOMAS Q JEFFERSON

87099 APPLEWOOD LANE
GOLDEN CO 80033

Date of Birth 11/26/1380
Gender M

Full Address

Cancel Select

Create Separation Search Results

» Click the Select button to populate the Create Separations screen.

e Enter the Proposed Effective Date (key enter mm/dd/yyyy or use the calendar
and select the date.

e Use the drop-down arrow to select a Separation Type.

e Accept the default fiscal year (FY), or use the drop-down to select a different FY.

» Click the “Create Separations” button and a confirmation window displays with the
Separation 1.D. Click the “OK” button to navigate to the Separation Info Tab.




Separation created

Separation created. ID: 1062. You will be
directed to the Separation Info tab.

oK

Create Separations Confirmation Screen
Fields on Separations Info Tab are populated from the Employee Table.
The Separations Info Tab contains the following sections and fields:

> Organization Information Section

e Dept/Bureau/SubBureau — this field is pre-populated from the employee table
when the separation is created.

e Organization — this field is pre-populated from the employee table when the
separation is created.

e Tiscal Year (Required) — choose the fiscal year of the separation.

e  Separation Type — Select a Separation Type from the drop-down list. This is a

required field.
— | Edit Record
I Separation Info. Templates
Organization Information
DeptiBureau/SubBureau  1W/01/93
Organization S088242511 - PAY SECTION 1 UNIT 1
Fiscal Year (Required) 2014 El
Separation Type 14 - RESIGNATION El

Separations Info Tab, Organization Information

» Employee Information Section




A A N L T PP par F PR

— | Employee Information

FirstHame CAROLYN
Middle Hame -

LastName HUSTON

Suffix
SeN| 110-00-0027
ECI [MO0D0D0130488

Date of Birth | 07/01/1950

Home Address Line 1 123 AFFLE WAY

Postion Tifle| LEAD CIVILIAN FAY TECHNICIAN
Series 0544 - CIVILIAN PAY
g o
Step 02
Forwarding Address Line 1
Forwarding Address Line 2
Forwarding City
Forwarding State SELECT & STATE El

Forwarding Zip

Separations Info Tab, Employee Information

e First Name — The first name of the Separation Employee. This field is pre-
populated from the Employee Table when the separation is created.

e Middle Name — The middle name or initial of the Separation Employee. This
field is pre-populated from the Employee Table when the separation is created.

e Last Name — The last name of the Separation Employee. This field is pre-
populated from the Employee Table when the separation is created.

e Suffix — Enter the appropriate suffix, if applicable of the employee’s name.

e SSN — The Social Security Number is pre-populated from the Employee Table
when the separation is created.

e ECI - The Employee Common Identifier.

e Date of Birth — The employee’s date of birth is pre-populated from the
Employee Table when the separation is created.

e Home Address, Line 1 and Line 2 — The home address of the employee being
separated.

e City — The city of the employee being separated.

e State — The state of the employee being separated.




Zip - The zip code of the employee being separated.

Primary Email Address — The primary email address of the employee being
separated.

Primary Phone Number — The primary phone number of the employee being
separated.

Position Title — This field is pre-populated from the Employee Table when the
separation is created.

Series — This field is pre-populated from the Employee Table when the
separation is created.

Grade — This field is pre-populated from the Employee Table when the
separation is created.

Step — This field is pre-populated from the Employee Table when the separation
is created.

Forwarding Address Line 1 and Line 2 — Enter a forwarding address for the
employee being separated.

Forwarding City — Enter a forwarding city for the employee being separated.

Forwarding State — Enter a forwarding state for the employee being separated.

SF 52 Information Section




Requesting Official| JODY ELKINS (NBCJRED) - IN019960268470 E|

Requesting Offica N0 19950288470
FPPS SF-52 Contact Name  jody

Contact Phone Number 372,225.2252

Proposed Effective Date  01/17/2014

SF-52 Notes 1
SF 52 Notes 2
SF-52 Notes 3
SF-52 Notes 4
SF-52 Notes 5
SF-52 Notes 6
SF-52 Notes 7
SF-52 Notes 8
SF-52 Notes 9
SF-52 Notes 10
SF-52 Notes 11
SF-52 Notes 12

Separation Reason 1 lesving
Separation Reason 2

Separation Reason 3

b an | A e[ A | A A Anan|An]|an]an|

Separation Reason 4

FPPS Transaction Number 2010000001

Separations Info Tab, SF 52 Information

e Requesting Official — Enter the Requesting Official from the drop-down. This
tield is required.

e Requesting Office — This field is populated when the Requesting Official is
selected.

e FPPS SF-52 Contact Name — Enter the FPPS SF-52 contact name. This field is
required.

e Contact Phone Number — Enter the phone number of the SF-52 contact. This
tield is required.

e Effective Date — Enter the effective date of the separation.
e SF-52 Notes 1 through 12 — enter 1 or more SF-52 notes (up to 12).

e Separations Reason 1 through 4 — enter up to 4 separation reasons. 1 reason is
required. Each separation reason field is limited to 72 characters.

e FPPS Transaction Number — This field will be populated when the Separation is
sent to FPPS.

Contacts Section




T e TP s

| Contacts

Authorizing Official JOSEFH KELLY

—|HR Specialist Mame and Contact |

Name AARON HENRY

HR Specialist | Fhone [202)555.9999

Extension

Email shenry@wits.aov

—|HR Assistant Name and Contact |

Name TAMARA SAUCE
HR Assistant
Fhone (202)555-8888

Email tsauce@wits.oov

| Supervisor Hame and Contact |

Supervisor | Mame JOSEFH KELLY

Email jkelly@wits gov

r— | Admin Officer MName and Contact |

Admin Officer | Name

Email

[ | Benefits Rep Name and Contact i |

Benefits Rep | Name

Email

VITTS Agency Use

[ S=nd Sepassiion to FFPS | AugitCompl=t=

Separations Info Tab, Contacts
e Authorizing Official — Enter the name of the official authorizing the separation.
e HR Specialist — The HR Specialist name and contact information.
=  Name, Phone, Extension, Email
o HR Assistant — The HR Assistant name and contact information.
=  Name, Phone, Email
e Supervisor — The supervisor’s name and contact information.
=  Name, Email
o  Admin Officer — The admin officet’s name and contact information.
=  Name, Email
e Benefits Rep — The benefits representative and contact information.

=  Name, Email

e  WTTS Agency Use — This field can be used in any way specified by each
individual agency.




Steps to completing the Separations Info Tab:

>

Complete the required fields to send the Separation to FPPS

e Enter at least one Separation Reason (limited to 74 characters)

e Secarch for and select Requesting Official (will populate Requesting Office).
e SP52 Contact Name

e Contact Phone Number

Complete optional/additional contact fields

e When you enter a name and the person is an Active Employee in FPPS, the
name appears in the drop-down list. Select the name, and the person’s name and
email address (only if present in FPPS) will populate the appropriate Contact
Info fields.

When the required fields are complete, the “Send” button will appear in the pop-up.

Note: If a required field is blank, the item will appear red in the pop-up with a link
back to the field for completion.

Determine whether or not you are going to utilize the Separations Template Library.
The Templates Tab will be populated when templates are assigned to the separation
via the Separations Template Library. (See Chapter 8, Template Libraries, for
detailed instructions).

Process the Separation in FPPS utilizing regular processing procedures. When the
record is Released for Update (RLUP’d) the Separations record is updated with
Status “SCEF”.

SEPARATION REPORTS

In the Separations Reports box, use the “In-work Separations” and “Completed
Separations” links to navigate to reports.




—‘ [ Hide/Show Change FY Reporting and Navigation ] ‘

—| 5085 Separation Reports | ———| FY Reporting

In-work Separations
Completed Separations o 2014 - @]

Separations Reports Box
Note: There is not a “Published” Separations report.

In the FY Reporting box, use the FY dropdown box to view Separations for other than
the current fiscal year.

Py e,

-,

A

—| [ Hide/Show Change FY Reporting and Legends ] ‘

—| FY Reporting Tools Legend | ———

NOTE: If you performed a search, the
search criteria will be removed and the ETEE |E|
repert will default to the In-work Separation R R "
report for the selected Fy.

View By Y 2014 ~ [so

FY Reporting box and Tools Legend viewed from a Separations Report
> Separation Statuses
e In-Work Separations displays records with the following statuses:
®  SIW — Separation Initiated

= SSF — Separation Sent to FPPS

® SCF — Separation Complete (the record is completed in FPPS)




o A P A e oot A A ot s e P e A o A e e e e A A AR A e A S A o At A R ]

—|In-work for FY 2014

Export to Excel

Show 25 ~ entries Search:
Tools. ID# Separation Type Position Title. Bur Subbur Org Employee s"‘;":‘:i!:;"" Eﬁ:‘” P"‘""";‘;E Wodified

1080  RESIGNATION FUNCTIONAL ANALYST  NPS IM 1380 ;’I‘;ﬂ‘;LFREDER‘CK SSF-Separation Sent to FPPS 03232014 CHISHOLM, FRED
1080 RETIREMENT FUNCTIONAL ANALYST HFS IM 1260 afg:;g_rnsosmm SSF-Separation Sent to FFFS 01/31/2014 :i:;;:i"TYSEVE"‘
1028 RESIGNATION AUDITCR SOS 99608662701  SALMON, ANN P SSF-Separation Sent to FFFS 0111712014 GALARDWICZ, ELLEN
1023 DISCHARGE/REMOVAL AUDITCR SOS 99608662701  SALMON, ANN F SSF-Separation Sent to FFFS 01/2812014 GALARDWICZ, ELLEK
1021 RETIREMENT AUDITCR SOS 99608662701  SALMON, ANN P SIW-Separation Initiated 0111712014 ELKINS, JODY
1008 DISCHARGE/REMOVAL FROGRAM SFEC 5055560868472 DUMM, DORAD S3F-Separation Sent io FFFS 01082014 GOTO, GAYLE
1007  RESIGNATION IT SPECIALIST 5059960886341  ABBS, TABJ SSF-Separation Sent to FPPS 12/31/2013 GOTO, GAVLE

i, Q052012 GOTO SAVLE

In-Work Separations Report

e Completed Separations display records that are audited/complete.

SCW — Audited/Completed

PR AR A A A P

—|completed for FY 2014

Exportto Excel
Show 25 = entries Search:
Separation Status/ Effective Proposed Effective
Tools  ID#y  Separation Type Position Title Bur Subbur Org Employee o Modified
LEAD CIVILIAN PAY HUSTON, CAROLYN GALAROWICZ,
[E] 1022 resienaTion A 508 99 e0goeaas1 SCW-Separation Audited/Completed 0111712014 S
[E] 1020 biscrareeRemovaL  AuniTOR SOS 89603662701  SALWION, ANN P SCW-Separation Audited/Completed 01122014 SR promez.
[E] 100z reTiREmenT CIVILIAN PAY TECHNICIAN SOS 896086643531  SHINE, VANESSAL  SCW-Separation Audited/Completed  01/09/2014 0170812014 WEGENER, AMIE
E] 1000 resienation IT SPECIALIST S0S 89 £0866341 JONES, SUSAN L SCW-Separation Audited/Completed 01152014 ELKINS, JODY
! - Separation Status/ Effective Proposed Effective
Tools  ID# Separation Type Position Title Bur Subbur Org Employee i b Modified
Showing 1 to 4 of 4 entries First | | Previous | (1] | Mext | | Last
Export lo Excel

Completed Separations Report

e The following status does not display in the report, but is present in the database.

SW — Removed (record was removed)

View the Separations Information for any Separations record by clicking the Position
Title hyperlink in the Separations Report.

B s

B 108n

Fincal Yam"| 2314

4. RESIGNATION

PRl ame] CARCiA, FREDERSN LSHAEL

133 ASH ST

ASHLAND L 87878




Separation Information pop-up

View the Separation Status History by clicking the “Separation Status/Error History”
hyperlink in the Separations Report or click the Separation Status hyperlink in the Status
box to the right of the Separations Info Tab on the Edit Record screen.

View Separation Status History
Status History

Status Status Date User ID
SCW - Separstion Audited/Completed 01142014 12:37:21 NBCEMGO - GALAROWICZ, ELLEN
SCF - Separaticn Complete 01/14/2014 11:33:13 NBCJRED - ELKINS, JODY
SS5F - Separation Sent to FFFS 01/14/2014 10:25:07 NBCJRED - ELKINS, JODY
SIW - Separation Initisted 01/14/2014 10:34:01 NBCJRED - ELKINS, JODY

View Separation Status History




Chapter 5: Security Administration

INTRODUCTION

The purpose of this section is to describe the application security aspects of WTTS. It
provides details on available roles and their respective access to screens and modules.

In order to access WTTS, it is necessary to have a FPPS User ID and password. Once a
person is assigned a FPPS User ID, a WTTS Security Administrator can add them to WTTS
security.

==z~ Workforce Transformation Tracking System

S *ou are logged in as: ELLEN GALAROWICZ
5 T WTTS Last Login was: 10/16/2010 @ 10:29:49:AH
\ j + Skip Navigation
- + Logout
e T TRAINING SYSTEM™™ :

+MANAGE +FAQS +FEEDBACK  +HELP
(Create / Modify / Delete User Account  pnit

Modify Cross Servicing Account

Locked User Account

* = Required fieig Users

“Ilser ID: “Email: Active Users 2)=

> @C
“Last Name: *Phone: =

Manage Bureau Targets

> ED

*First Name: *Dashboard View: | Slect Report Vizw... > > &E
X-Service Rep: r > @e
Inactive Account: 11 beerEsiae  (m > gT
> EIK
> E&N

Add New User Reset : gs
> B35
> @7
> E@W

Inactive Users e[+

o\ Additional Links:
o j ~ National Business Center
~ Depariment of the Interior
ks S, Office of Personnel lanagement

Editor: National Business Center
1| 2=t llndatad: Santembar 07 2010

“Manage” Menu Options

There are five options available under the Manage module (see Figure above), which will be
explored in some detail on the following pages:
1. Create/Modify/Delete User Account (Administrator/WTTS Security Administrator)
2. Modify Cross Servicing Account (Administrator/WTTS Security Administrator)
3. Locked User Account (HR Representative, WT'TS Security Admin)
4
5

Manage Bureau Targets (HR Representative)

Security Report




CREATE/MODIFY/DELETE USER ACCOUNT

The WTTS Security Administrator is responsible for creating WTTS user accounts. Along
with that comes the responsibility of understanding the System Roles that may be assigned
to a user.

The following WTTS Security Roles table provides an overview of the various functions
within WTTS and the respective roles (see figure below). The overall ability to maneuver
within the WTTS application is controlled by a combination of roles, modules, and reports

access. Note: The WTTS Administrator Role is assigned to IBC HRMSD Security
Personnel only.

Non FPPS 1 Wi 1s Security

Admin | HR Specialist Supervisor EEQ Administrator Wiew Onhy

User
{Facilities/IT)

GAINS —
Gains Dashboard
Feports
Ir-wionk Gains Report
Fublished Gains Report
Corrpleted Gains Report
Declinations Report
Tabs
Create Vacancy
P osition Infor rration
Create Hire Action
Selectee Information
P osition Docurmentation
Staffing
Hirnng Do urment
Motes
Diversity X
Edit function ¥ P1,.CH)
finswork onl vy

) B e [ e el 2
) A [ e el

x| x ) ] e f e Sz

) A e ] o ) A [ e el

Pub lish function
Declinati onsfunction
Remav e function
ANS
EOD List
F acilities & Security Report
In-Processing
Drug Testing Report

X {TBD]

2 2 x] x]

X
(TBD)

80 Day Hiring Activity Report

HR Fepoits
EC DS At cess Ex piration
Mewy Hires Due Date for
Forms

F omms Repository

MANAGE

CreateiModify /Delete Lser

Accounts

Unlock ECDS User

hianage Bureau Targets X

Cross Sewicing assiogn X X

Cross Sewicing function X X X

E A A e

x o ox(x|x

WWTTS Administrator Role is assigned to NBC HRMSD Security Personnel anby.

WTTS Security Roles




CREATE OR MODIFY USER ACCOUNT

To navigate to the User Management page, hover over “Manage” on the WTTS Menu Bar
and select Create/Modify/Delete User Account (see Figure below). Note: A user cannot
update their own security profile.

NOTE: If you have cross-servicing assigned to your profile, when you are adding new user
they inherit your sign-on as their Primary Access. For example, if you have IN0199 and
IN0198 in your profile and you are adding a person who only has access to IN0198, _be sure
to change your cross-servicing to INO198 when you log into WI'TS.

— Add User Search for an account
TRATT—T ’;nlerpar\uflhenamanrR}\CF
User Infarmation
‘ (Required) = Required for saving record ‘
User ID (Required)

Last Name (Required)
First Name (Required)
Email (Required)
Phone (Required)
Dashboard View (Required)  Bursau Reporting
X Service Rep [

Inactive Account [

L s SOPPRREN

- B

User Management Screen

When updating/modifying an existing uset’s security profile, use the auto-completing search
box to find the account by entering part of the name or their RACF.

There are six steps to adding a new user. The following describes the data fields and
instructions for entering data in each of the six sections:

Step 1 - User Information

Complete or modify this section according to the field descriptions below:

» User ID. Enter the user’s FPPS User ID. The User ID, along with a password, is
the means utilized to log into WTTS. The person requesting access must provide
their FPPS User 1D (required).

» Last/First Name. The person’s last and first names atre used to assign the access
record to an individual (required).

» Email. Obtain the user’s email address as a method of contact (required).

Y

Phone. Obtain the user’s telephone number as a method of contact (required).

» Dashboard view:

e Agency. Expands the view on the dashboard to Agency-level information.

e Bureau. Limits the view on the dashboard to an assigned Bureau. Note:
Generally, users will have the Bureau-level view.




>

>

X-Service Rep. This box is checked if the user is going to “cross service”, in other
words, perform HR activities, for another Bureau.

Inactive Account. Mark this checkbox to inactivate a user. This action removes
the user’s System Roles, System Access, Special Programs Access and Office Access.
The user will move from the Active Users list to the Inactive Users list. To
‘reactivate” the account, uncheck the Inactive Account box. All roles and accesses
must be re-added.

After completing the appropriate fields, click the “Add New User” button. The System
Roles, System Access, Report, Control Access, and Office Access tabs are displayed (see
Figure below). Click the Reset button to clear the fields and start over or add a new user.

— Edit User I

| User Information J System Roles System Access Report | Control Access Office Access -

*

Admin B 1

4

EEO = f

HR Rep =] :

Security Admin m 4

1

Supervisor (=] 4

View Only = % i
Non-FPPS User (=]

B I A e e o e S e O B e 4 -—-M'Jr-—ﬂ-‘m#—m-w'—'*'-‘j

System Roles

Step 2 — System Roles

System roles are one aspect of a user’s total security profile (see Figure below). The roles are
defined as follows:

>

Admin. Personnel assigned the WTTS Administrator (Admin) role establish
accounts for agency WTTS Security Administrators. This enables agency WTTS
Security Administrators to continue the process of creating users for their areas of
responsibility. This role is restricted to IBC HRMSD personnel.

EEO. The EEO role allows access to diversity and disability information. No other
role can access this information.

HR Representative. This role is assigned to the servicing personnel office and
allows full access to the system with the exception of creating accounts and assigning
cross servicing (see Figure below) Note: Users assigned the “HR Representative”
role should not be assigned the “Supervisor” role. Assigning both roles creates a
conflict in the system.

Security Admin. The WTTS Security Administrator is responsible for assigning
user roles and granting access to system functionality within WT'TS, including cross
servicing. This responsibility also includes the ability to modify existing user’s




primary access and assigning different user roles. Additionally, the WTTS Security
Administrator is responsible for inactivating user accounts.

» Supervisor. In WTTS, the role of the Supervisor/Manager is to initiate the
personnel action. They can create, edit, and delete a fill vacancy request. The
supervisor/manager has access to the Position Information and Create Hiring
Action screens, the In-work, Published, Completed Gains, and Declination reports.
In addition, they have access to the New Hire and the Facilities and I'T Security
report. Note: Users assigned the “Supervisor” role should not be assigned the “HR
Representative” role. Assigning both roles creates a conflict in the system.

» View Only. This role is limited to the Gains Dashboard and the In-work,
Published, Completed Gains, and Declinations reports.

» Non FPPS User. This role is assigned to Non-FPPS users who tequite access to
WTTS for planning purposes. The Non-FPPS user has access to the Facilities and
IT Security report. This provides contacts in Facilities and I'T with a valuable tool to
plan for items a new hire typically needs (e.g., work space, computer, telephone, etc.).
This role can be assigned to personnel who are not regular FPPS users, but still have
an FPPS User ID.

Step 3 — System Access

Grant access to the Gains, Reports and/or Template Library modules by selecting the
appropriate checkbox(es). (See Figure below.)

All WTTS Security Administrators will have access to the Template Library to create,
modify, and delete templates. All WTTS Security Administrators can grant access to select
HR users to also create, modify and delete templates. It is recommended that access to the
actual template library - not using the library in WT'TS — but actually creating, modifying, or
deleting templates be kept to a minimum number of users to maintain control.

Access to the Template Libraries allows the assigned user to Edit/Save Master Templates to
create Agency unique templates.

NOTE: ALL HR USERS MAY UTILIZE AND EDIT TEMPLATES WITHIN A WTTS
RECORD BUT A MASTER TEMPLATE IN THE LIBRARY CAN ONLY BE
MODIFIED BY THOSE WITH ACCESS TO THE TEMPLATE LIBRARY.

 Edit User 3

User Information System Roles System Access Report Confrol Access Dffice Access

Access Name

&
g

Administration I
Gains
Separations
Reporis

Template Libraries

[HHHH




System Access

Fill Vacancy

Search Gains
Dashboard

In-work Gains Report
Published Gains Report
Complsted Gains Report
Unused Retords Report
Declinations Report

- Acknowledgements

- Emails

- Emails with Latters

- Information Decuments

mors

A user with the Template Libraries role will see the Gains Template Library and the
Separations Template Library modules on their WTTS Home Page

80-Day Hiring Activity Report
Drug Testing

Facilities and IT Security
Inprocessing

New Hire Report

EODS Access Expiration

New Hires Due Date for Forms

.

- Create Separations
- Separation Reports

ions Template Library

- HR Emaile

- HR Emails with Letters

- Supsrvisor Emails

- Supervisor Emails with Letters

***See Chapter 7 for more information on the Template Library***




Step 4 — Report

Grant access to the appropriate report(s) based on the user’s Role (see Figure below). See
the Security Matrix above for a complete list of access permissions.

— Edit User i
save) [(hewi= )
| User Information System Roles System Access | Report | Control Access Office Access
[ AccessMame  |Assign
80-day Hiring Activity Report =
Mew Hire Report =
Drug Testing [}
Facilities and IT Security =
Summary of Hiring Activity by Status I:‘
HR Reports =
Inprocessing [}
Workforoe Planning |:|
o Py S P

Step 5 — Control Access

Report

Grant access to HR Representatives to view and complete forms. Additionally, allows ability
to grant access to view multiple cross-servicing agencies.

— Edit User

[save] [[nvew user

User Information

System Roles

System Access Report I Control Access l Office Access

Administratars
Administrators

HR

System Access
User Management

User Management

Control Access Administrator - Edit

Office Access Admin - Edit

Forms - HR Input Required

Wiew All X-Servicing

Edit Primary Acoess on User Managem soeen

View All Primary Access on User Managem soreen

Step 6 — Office Access

Control Access

Grant access to additional offices to HR Representatives who perform services for two or
mote separate entities, such as Department/Bureau IN99 and IN15 (see Figure below).

The X-Service Rep checkbox must be selected to activate cross servicing (see Step 1 above).




— Edit User
UserInformation | SystemRoles | System Access | Report | Control Access

Coe L Depamem  Baeas | subureau  Assgn [
BG0000 PENSION BENEFIT GUARANTY CORP PENSION BNFT GTY CORP 0o D

EDOOEA DEPARTMENT OF EDUCATION CASHIER EA D

EDOOEB DEPARTMENT OF EDUCATION CASHIER EB I:l

EDOOEC DEPARTMENT OF EDUCATION CASHIER EC D

EDOOEF DEFPARTMENT OF EDUCATION CASHIER EF D

EDOOEG DEPARTMENT OF EDUCATION CASHIER EG I:l

EDOOEH DEPARTMENT OF EDUCATION CASHIER EH D

EDOOEJ DEPARTMENT OF EDUCATION CASHIER EJ D Ik
EDOOEK DEPARTMENT OF EDUCATION CASHIER EK D

EDOOEL DEPARTMENT OF EDUCATION CASHIER EL D

EDOOEP DEPARTMENT OF EDUCATION CASHIER EP I:l

EDOOER DEPARTMENT OF EDUCATION CASHIER ER D

EDOOES DEFARTMENT OF EDUCATION CASHIER. ES [l k%

Office Access

Step 7 — Save

Click the “Save” button to retain all information. If you are adding numerous cross-
servicing offices, we recommend you save periodically.




CROSS SERVICING ACCOUNTS/COMBINED QUEUES

HR users now have the ability to view multiple sub bureaus without having to log out and
back into WTTS. To assign this functionality, the following business rules apply: (see next 3
Figures below)

1. X-Service Rep is selected
2. System Roles Tab
- HR Rep is selected
3. Office Access
-Offices (cross servicing) must be assigned
4. Control Access Tab

- System Access >View all X-Servicing is selected
- Administrators>Control Access Administrator — Edit is selected

* Required field

*User ID: MNBCEMG1 *Primary Access: NO159 b
*Last Name: GALAROWICZ1 “Email: EMAIL@NBC.GOV
*First Name: ELLEN *Phone: 8585858588
X-Service Rep: v *Dashboard View:  Agency Reporting ¥
Step|1 ,
Inactive Account: [~
System Roles System Access Spedal Program Access Contral Access Office Access
[T Admin reo Step 2 [ Security Admin
™ Supervisor ™ View Only I Mon-FPPS User

Combined queues




Step 3

*User ID:

*Last Name:

*First Name:
X-Service Rep:

Inactive Account:

| e | i | i | ofbor fcoess |

* 2 Required field

MNBCEMG1

*Primary Access:

IND199 w7

GALAROWICZL *Ermail: EMAIL@NBC.GOV

ELLEM *Phone: 8585858588

~ *Dashboard View: Agency Reporting w7
-

Step 4

D~ ACTVE OEPRRTIENT sy SUBBUR
BGO00O '|— PENSION BENEFIT GUARANTY CORP PENSION BNFT GTY CORP PBC i’
EDOOEA ~ DEPARTMENT OF EDUCATION CASHIER 00
EDODEB ~ DEPARTMENT OF EDUCATION CASHIER 00
EDOOEC ¥ DEPARTMENT OF EDUCATION CASHIER 00
EDOOEF | I DEPARTMENT OF EDUCATION CASHIER 00
EDOOEG [ DEPARTMENT OF EDUCATION CASHIER 00
EDOOEH - DEPARTMENT OF EDUCATION CASHIER 00 -
Combined queues (cont’d)
* e Required field
*User ID: NBCEMG1 *Primary Access: INO199 w7
*Last Name: GALAROWICZ1 *Email: EMAIL@NBC.GOV
*First Name: ELLEN *Phone: 8585858588
X-Service Rep: Il *Dashboard View: Agency Reporting v
Inactive Account: [

System Roles

ACTVE | GROUP »

System Access

Spedial Program Access

DESCRIPTION

Control Access

Office Access

] Administrators Control Access Administrator - Edit
] Administrators Office Access Admin - Edit
r HR Forms - HR Input Required
ly System Access | | View All X-Servicing
Il User Management
] User Management

Edit Primary Access on User Managem screen

View All Primary Access on User Managem screen

Combined queues (cont’d)




» WTTS Home Page — Displays Dept/Bur/Subbureau and “Multiple” in parentheses

when a user is using combined queues (see Figure below).

=, Workforce Transformation Tracking System ~ou are logged i as: 10D ELKING, NO168 (Multple)

£ A!E Last Login was: 08/19/2011 @ 07:49:53:AM

B p + Skip Navigation
Sncen W +Logout

+MANAGE  +FAQS  +FEEDBACK  +HELP

Select Your Transformation Tracking Tool

The Workforce Transformation Tracking System. WTTS provides tracking and reporting of prospective hiring actions, mobiity, and losses. WTTS also provides data and natifications for use in the Employee Orientation Process and associated
reporting for Recruiting, Education, and Diversity programs.

Gains Special Frograms.

Input, track, and report - 80-day Hiring Activity Report
- Vacancies - Drug Testing

- Hiring Activity

- Facilties and IT Security
- HR Reports

- Inprocessing

- Gains by Source
- Gains by Employe= Type
- FY Gains Summary

| B Launch |

- New Hire Report

| B Launch |

Modify Cross Servicing Account

LOCKED USER ACCOUNT

This function is used by either the WTTS Security Administrator or HR Representative to

unlock EODS users’ accounts. Navigate Manage > Locked User Account (see Figure
below).

.. Workforce Transformation Tracking System
WTTS vi4.3
THEEE s TRAINING SYSTEM
| I;Il:w ¥ | Foassack Fals Help
e Aesount
[Coohes U aeom. |
Asmitistratve Tools & Mantensnce
| s | 15 WORK. THISH IBWG DEMO
e | 1 WOODERSON, WOODY 14 HOVEMBER TEST
[ | sa04 WORRA, WILLY. 13 JUN TRAS

Account Locked Management Page

Click the “Unlock” button that corresponds to the account that is locked. The “Verification
of Contact Information pop-up is displayed (see Figure below).




Creste / Modify f Delete User Account
' Modify Cross Servising Account

| Locked User Account

Security Report

L
Verification of Contact Information

ive Tools &

/[E/////i"

BT1E

Aeﬁl'////ﬁ

/r:-sw////g
/)@r////ﬁ

/lié'V////A

12400

~| Selectee Information |

WITSID 5915
Name THIS WORK

1111 ANYWHERE STREET
DENVER CO 50220

Primary Phone Number  (303)969-5222
Primary Email Address {required) | DJGALLOWAY@IBC.DOI.GOV
Last 4 Digits of Social Security Number 5515
EOD) 05/30/2011
Position Title| IBWG DEMO
HR Specialist| MARY A BRYANT

Home

Once you have authenticated

an email with a subject “The i

name and phone number. The email contains a temporary password. The selectee uses the
same procedures to change this password as those used to change the initial password (see
Chapter 5). To cancel the action, click the “Cancel” button.

Verification of Contact Information Pop-up

the user by verifying contact information, click the Unlock
button (see Figure above). The EODS user’s account is unlocked and the selectee receives
nformation you requested” along with the HR Specialist’s




SECURITY REPORT

This report is designed to give Security Administrators an easy way to view access and roles
for all, or only one, user. Note: This is limited to users with the Security Admin Role.

» On the WTTS Menu Bar, click, “Security Report” from the “Manage” drop-
down.

e The default display is all users (limited to your low-level security).

e Tilters — Search by one or many criteria on the filters screen.

7| Filter report by selecting one or more search criteria|

Bureau SelectaBureau

Subbureau Selecta Subbureau

[<][]

First Name
Last Hame
UserlD
Primary Access Selecta Primary Access
Active Select an Active Status
Access Selecta Access
Reports Selecta Reports

Roles SelectaRoles

Refresh Report

[ILLILL

Search Criteria Filters for Security Report
= Bureau — Select a Bureau
= Subbureau — Select a Subbureau
= First Name — Enter a First Name
= Last Name — Enter a LLast Name
= UserID — Enter a User I.D.
=  Primary Access — Select Primary Access
= Active — Select an Active Status

= Access — Select an Access

® Reports — Select a Report




=  Roles — Select a Role

e Click the “Refresh Report” button on the Filters screen to refresh the
search results based on the filters entered.

e  Use the “Show/hide All Access, Reports, Roles” button to expand and
collapse the search results.

e Use the up/down arrows in each column of the report to sort in
ascending or descending order.

e C(Click the individual “Show/Hide” buttons to view the Access, Reportts,
or Roles for one record.

Showitde Al Access, Repors, Rokes

Show 25 + entries Search [ Ewonnbee |
Harme: (Uae:0) = M.“” - m LastVisd m‘m L xS Aecens Reparts Rolea Ermail - Phone

AREPORT, TESTRNG (ADCTZI0) —— Uureas ™ ey i) e AAGTLST COM oI55S

FLANE, TEST RECOAD (PRPP133) s & gy Vs Showiide | | Showdtisie | [ TEST FLANF @NRE GOV (1333458 7RSO

Security Report Results

FORMS REPOSITORY

The Forms repository houses all active and inactive forms used in WITTS/EODS. Forms
can be marked for a single agency or multiple agencies. The forms repository is maintained
by IBC HRMSD personnel.




Chapter 6: Entrance on Duty System (EODS)

INTRODUCTION

The functionality available through the EODS module includes pre-populated, on-line
forms, which eliminate the need for the selectee to re-enter duplicate data.

The on-line forms are fillable, which allows the selectee to complete and submit required
data prior to their entry on duty date. Since the completed forms are sent electronically from
EODS to WTTS, the amount of submission time is greatly reduced, as the forms are no
longer sent through the U.S. Postal system. Additional benefits to be derived from the use
of an automated EODS are as follows:

>

Y VvV

YV V V V

>

Improves form processing time and simplifies the on-boarding process (OPM’s
emphasis)

Reduces input of duplicate data

Increased integrity of data, as data is received from point of entry (selectee) and
propagated throughout the system

Reduces time employee spends in the employee entrance on duty process
Allows the selectee to ask questions prior to entry on duty

Gets new employee “to the floor” faster

Provides on-line status of vacancies through the Dashboard

Creates a good first impression of organization (current technology)

HR ACTIONS

As mentioned previously, publishing a record accomplishes two things. When the HR
Representative “Publishes” a record, they are saying “I am ready to bring this person on
board.” Second, the selectee’s data populates WTTS reports.




EMPLOYEE ACTIONS/INFORMATION

Once the selectee receives emails with their User ID, temporary password, and EODS URL,
they can sign into EODS to complete their “paperwork.” The EODS Login screen is
pictured in Figure below. Note the Privacy Act statement.

The selectee’s access to EODS will terminate 90 days from theit EOD date. All forms
should be completed by the selectee prior to this termination date.

=
§ i EODS
o,h‘.,.‘/'
EODS LOGIN
* = reguired field
|
EQDS User Name: | 3
Password: 3

Last 4 digits of your SSH:

k Login j

Note: This is a U.5. Government System. This system is for the use of authorized users only. By accessing and using the
computer system, you are consenting to system monitoring, including the monitoring of keystrokes. Unauthorized use
of, or access to, this computer system may subject you to disciplinary action and criminal prosecution.

PRIVACY NOTICE
Interior
Business Additional Links:
Center + Interior Business Center
. N N + Department of the Interior
Editor: Interior Business Center +U.S. Office of Personnel Management

Last Updated: December 2014

EODS Login Page




After the selectee logs in, the first screen they see is a Security Caution window (see Figure
below). This window explains how to protect Personal Identifiable Information.

Security Caution - Protecting Personal Identifiable Information (PII)
Thes computer application i operated and maintained by the National Business, Center (NBC) The NBC uses a vanety of secunty features 1o protect information and data in the
MNBC environment and in its transmission o users' computers. The NBC would like o remind computer users thal they, too, have a responsibility 1o ake measures to profect
personal isentitable information (PIl) from scams and identity then

Here are several steps compuler wsers should take o ensure PI s nol only being prolecied in the use of computer applications accessed as part of day-lo-day work
assignments, but any electronic activity (e.g., on-line banking, credit card purchases, efc.) that you may perform.

The feliowing Information Net only APEIEs 1o Your COMPUTET BCCESS al Work. DUl also YOUF COMPULET 8cCess from home:

1. Ensure the operaling system and application software you are operating (e.g.. Inlernet Exp ) are updated regularly, Many of these updales are ksued 1o fix security
problems which have been identified. If you use automatic updates, remember 1o leave your compuler on during the scheduled update times.

2 Ensure you are using anti-vinus software, anti-spyware software, and personal firewalls. Keep this software updated. The correct use of these programs can help protect
your system from being compromised by malicious software (e.g., software which can caplure informeation processed on your compuber, etc ).

3. Do not store your User4Ds and passwords In files on your computer. If someone gains access 1o your computer, this is the type of information hefshe looks for and would
aid the PErson in Accessing your account Do not use automatic password save features

4. D& very careful when instaling software that gives others access 10 your computer. Remote service software, or peer-lo-peer software used for file sharing, can create
unintended openings INto your computer that outsiders can use if the sofftware i not configured cormect

5. Do not e-mail anyone personal or financial information. E-mai is not a secure method of ransmitling personal information.

It you initiate a transaction and choose 1o provide your personal and financial infarmation through a web site, ook for Indicators that the site is secure, such as an image of
alock or lock icon on the browser's stalus bar or a web sibe address that begins "hitps.” (ihe *5* stands for “secure®).

6. Do not respond o e-mail messages asking you o update or validate information that was previously collected.

7. Afer using your browser (e.g., Intermet Explorer, 1c.) 10 access 3 web site where you process sensitive information (e.g.. Social Security Number, your bank account, etc.)
close all of your browser windows and restart a new browser session. Sometmes the browser can hold that informaton in memory (e q., cache, &tc ) and those interested in
gaining access o your personal information know where to find it

Public and Personal Computer Usage
To ensure the confidentiaity of data viewed within this application, we strongly advise users o access thig on a secured g NEtwork compater or well-
protected personal computer. Sharing of publc computers (Such as those found in the pubsc library) that do not require a personal )nqm Infroduces 3 possibdty that some of the
personal information viewed may remain on the compuler in a hidden cache direclory. This hidden cache can be viewed ially by an i who | ACCLEEES

the same computer.

Should you decide o access any other web site thal contains PI Irom a public, wnsecured computer, we strongly recommend you clear the conbents of the browsers cache by
deleting the temporary Intemet flles from the browser.

Deleting Your Temporary Internet Files
In Microsoft internet Explorer

1. Open the Tools menu and choose the “Intermet Options...” option.

2 In the Temparary Intemnet Files saction of the Intermet Properies window, cick the "Desete Files " button. A new “Delete Files”™ window appears.

3. In the "Delete Files" window, optionally check the "Delete all offine content™ checkbox (o also remove lemporary files |E has saved for offline viewing. Click OK. A delay of
up 1o several minutes may occur as IE proceeds o delete the temporary files it has cached If the "Delete all offline content” checkbox 1S not checked, IE will not delete
lemporary files associaled with offine content, olherwise, all lemporary fles will be deleted.

In Firefox

1. Open the Tools Menu and cnoose the "Opticns..." cption.
2 Onthe Network tab of the Advanced section. Click the “Clear Now™ bufton. There 15 no confirmation and you may click the “OK" button 1o finish

Camsnur

Back o bop

Security Caution Window




After the selectee signs on to EODS, they are prompted to change their temporary password
before they can continue (see 3 Figures below).

W% eoos

Editor: National Business Center
Last Updated: September 03, 2010

57,  Entrance On Duty System

"~ ==TRAINING SYSTEM™**

Password requirements
Password must be a minimum of 12 characters and include at least one of each: upper case. lower case, number and special character. Spaces are not allowed. Allowable
special characters are |@#%$"&"()_+|~—=[].

“You are logged in as: SUMMER BREEZ.
+ Logout

You must change your password before continuing!

Change Password Continue

Additional Links:

+ National Business Center

+ Department of the Interior

+U 5. Office of Personnel Management

EODS Login Page

Change Password Reguirements ¥

Current Password I

Enter your Pazsword.

Hew Password I

Re-enter your Password.

Confirm New Password I
Score: s

Complexity: Too Short
Length: ]

For your protection, passwords must be 12 to 30 characters, begin with an alpha
character (upper or lower caze), and include at least one of each: upper caze,
lower case, number and =pecial character. Spaces are not allowed. Allowable
zpecial characters are W@#%&*()_+}~-=[]. Mew and cenfirmed pazswords must
match and a =core of 74% or higher iz required to enable the Update button.

The Update button will not be enabled until all of the following condttions are met:
(1) the current pazsword i correct (recommend using copy/paste from email),
(2) the new paz=zword and confirmation password MATCH and

(3) the create passwaord rules (=ee above) were folowed.

Update | Ch@el

EODS Change Password Dialog Box




' coos

***TRAINING SYSTEM™™

Password requirements

Entrance On Duty System

You are logged in as: SUMKER BREEZ

Password must be a minimum of 12 characters and include at least one of each: upper case. lower case. number and special character. Spaces are not allowed. Allowable
special characters are I@#8"8"()_+~—=[]

Editor: National Business Center
Last Updated: September 03, 2010

‘You must change your password before continuing!

Status x[|

Success: Your Password has been changed.

Additional Links:

EODS Successful Password Change Page




The selectee must acknowledge they have read the Rules of Behavior, Privacy Act Notice,
Terms and Conditions of Use, and understand there are consequences for stating fraudulent
information, and understand their information may be released, as appropriate (see Figure
below). The consent also authorizes transmittal of their employment forms and information
over the internet.

Rules of Behavior

Access to this system has been granted by your employing agency. The system user identification (USERID) and password issued to you are
your means fo access these resources. They are to be used solely in connection with your agency's hiring process to allow you to securely
complete hiring documents on-line. Use by anyone other than yourself is expressly prohibited. By use of this system, you agree to be
responsible for the confidentiality of the assigned information and accountable for all activity with your user identification (USERID). Further,
you agree that you will not provide this confidential USERIDpassword to another user nor will you sign on the system to allow others to utilize
this system on your behalf.

| understand that, when using this system, | am personally accountable for my actions and that | must:

Log—off the system when not in use.

Refrain from leaving my password near the workstation area.

Avoid leaving printed documents unattended or unsecured.

Immediately contact my agency point of contact. regarding any suspected violation or breach of system security.

Protect all electronicoptical media and hardcopy documentation containing sensitive information and properly dispose of it by shredding
hardcopy documentation.

| understand that all conditions and obligations imposed upon me by these rules apply during the time | am granted access to this system
regardless of location.

| understand that my agency reserves the right, to terminate or suspend my access and use of this system without nofice, if there is a violation

of these Rules of Behavior.

Privacy Act Notice
Access to this information is limited to only those who have a need for the information in the per[ormance of their official duties. Disclosure

without the consent of the subject of the information is restricted unless required by the Freedom of Information Act; to those listed in an
appropriate Federal Register System of Records Notice under the “routine use” section; for the purposes identified in that section; and to those
identified in 43 CF R 256

These records may not be altered or destroyed except as authorized by 43 CF.R. 2. 52 Please contact your agency Human Resources Office
for advice on disclosure restrictions.

CRIMINAL PENALTIES FOR DISCLOSURE: The Privacy Act contains provisions for criminal penalties for knowingly and/or willfully disclosing
information from this system unless properly authorized.

Terms and Conditions of Use

This U. 5. Government system is to be used by authorized users only. Information from this system resides on computer systems funded by the
Government.

The data and documents on this system include Federal records that contain sensitive information protected by various Federal statutes,
including the Privacy Act. 5 U.S.C. § 552a.

All access or use of this system constitutes user understanding and acceptance of these terms and constitutes unconditional consent to review
and action by all authorized Government and law enforcement personnel.

Unauthorized user attempts or acts fo (1) access, upload, change, or delete information on this system, (2) modify this system, (3) deny access
to this system, (4) accrue resources for unauthorized use or (5) otherwise misuse this system are strictly prohibited. Such atiempts or acts are
subject to action that may result in criminal, civil, or administrative penalties.

[¥ 1 consent to the following:

I have reviewed information for the above Rules of Behavior, Privacy Act Notice, and Terms & Conditions of Use and acknowledge that electronic
signaturelapproval is equivalent of signing each form.

| understand there can be consequences for stating fraudulent information.

| give consent to the release of information as appropriate (i.e. HR staff, Federal, State or local investigators).

Date/Time Electronic Consent Provided: 04/04/2011 07:21:58

B

EODS Rules of Behavior Page




The Contact Information Verification screen (see Figure below) contains information used
to populate the selectee’s forms, W-2 and, ultimately, FPPS. Up until the record reaches
specific statuses (see note below), when the selectee logs into EODS they will be able to

see/update their Contact Information. Any changes the selectee makes will also update
WTTS and EODS.

Note: The Contact Information screen will not be displayed once the Selectee Information
has been sent to FPPS (WTTS Status = T), the record is Completed in FPPS (WTTS Status
=) or the record is Completed (WTTS Status = B).If the new hire’s record is in one of the
statuses mention above, they will be unable to complete any forms. A message will be
displayed as shown in the below that states, “We apologize, but you are unable to complete
your forms at this time. Please contact your HR Specialist for further instruction.”

4=, Entrance On Duty System
Y " EODS
S e RAINING SYSTEM™

¥ou s lagged n na: HATMONK KLLEBREW
el

MFiNIcons: Fieass venty Mat the fOMmason baow is Cormest If you see Ihat your NIomMAaBon is NComect make the update sad chek contnue,

M amy of ehanged, picase et your Human Specialist, GEORGE at (303) 969-7400.

CONTACT NFORMATION

Legal st Nome: [RFRNIDH

Lepuuaie name [

Legal Lamt Nare fOCCCOREY
sutme [

Thn i e vell e e far ot S—Y ity sl in corest.
Maiing Address [1234 25T vy
aggresatbez [
cey pENVER
— —

Zip Code [F2330

Primary Contact umber [3035657400
s

BACKGROUND BIFORMATION

Fleass verify first five digits of social secunity number
Socel Secerty Number [[75-5==ss g
Dt of B Wanth l_;| Oy m \'Mrl 45
Giender
Gender | 2 g £ amaie
Clizenship - e you 8 U5 cizes? *-
& vis
Hyrs, seinct a cazenship type ™
 US CITTEN B RETH

CayotBitn [510F

Comuntry of Birth I HITED & s e

Comntry of Chizenshin |V STA x
| ' NATURALZED US CITEEN
T no

We apologlze, but you are unable to complete your forms at this time.
Please contact your HR Specialist for further instruction.

Additivnal Links:

« Halicnal Busiess Cenber

= Depariment of the hberor

+ 1.5, Office of Personnel Management

o Hatonal Busiieas Contee
Lnat Upcated: August 22, 2011

EODS Contact Information Verification Page




FORMS SCREEN

Once the selectee saves their contact/background information, they are directed to the
Forms screen to start completing their forms. There are specific forms that require the user
to electronically sign and certify the form before it can be submitted. The Forms screen in
EODS is the selectee’s dashboard for their hiring documentation.

At the top of this forms screen, there are links for the EODS Policy Statement, Certified
Forms and e-Verify for Employees (see Figure below). There is also a note to remind new
hires of their responsibility to frequently monitor the status of their forms and to direct any

questions to th

e HR POC.

+ Change Password

+ Securty Alert

+EODS Policy Statement

+Certified Forms  + e-Verify for Employees

Hote: It is your responsibility to check the EODS website frequently in order to monitor the status of your forms.
If you have any

[ your Human Specialist, GINA WAS at (303) 969-7400.

In-Work Forms:

OoooooO O o ooon

My In-Work Forms

My Submitted Forms | My Approved/Completed Forms || Information About My Job

Appointment
FAA RECORD OF FAMILY RELATIONSHIP

3300-9 RECORD OF FAMLY RELATIONSHIP UNFILLED
DOT-1631 DENTIFICATION CARD - CREDENTIAL UNFlLep  SUBMISSION OF AL DATA IS MANDATORY IN ORDER TO RECEIVE DOT
APPLICATION IDENTIFICATION MEDIA.

EMPLOYMENT AGREEMENT UNFLLED  FAA AR TRAFFIC CONTROL SPECIALIST NOTICES AND OR AGREEMENTS
e — UnFiLep  NOTICES AND INFORMATION REGARDING THE FAA PERSONNEL SYSTEM FEDERAL

AVATION SERVICE - FAS.

NOTICE TO APPLICANTS AND EMPLOYEES SUBJECT TO DRUG AND OR ALCOHOL
UNFILLED

TESTNG.
PLEASE UPDATE YOUR RESPONSES ON THIS FORM AND ON OTHER MATERIAL
SUBMTTED DURING THE APPLICATION PROCESS TO CERTIFY THAT YOUR
ANSWERS ARE TRUE.
SELECTIVE SERVICE REGISTRATION

MEMORANDUM - DRUG AND OR ALCOHOL TESTING

OF-306 DECLARATION FOR FEDERAL EMPLOYMENT UNFILLED

SELECTIVE SERVICE REGISTRATION UNFILLED
SF-144 STATEMENT OF PRIOR FEDERAL SERVICE UNFILLED STATEMENT OF PRIOR FEDERAL SERVICE

SF-181 ETHNICTTY AND RACE IDENTIFICATION UNFILLED ETHNICITY AND RACE IDENTIFICATION - OPTIONAL
SF-256 SELF DENTIFICATION OF DISABLITY (REVISED JULY o) o SELF DENTFICATION OF DISABILITY - OFTIONAL
2010)

SF-256 SELF DENTIFICATION OF HANDICAP UNFILLED SELF IDENTIFICATION OF HANDICAP - OPTIONAL

EODS Employee Links




» The EODS Policy Statement link will provide the user a snapshot of the Rules of
Behavior, Terms and Conditions, etc. that was previously electronically consented to
by the selectee (see Figure below).

Rules of Behavior

Access fo this system has been granted by your employing agency. The system user identification (USERID) and password issued to you are
your means to access these resources. They are to be used solely in connection with your agency's hiring process to allow you fo securely
complete hiring documents on-line. Use by anyone other than yourself is expressly prohibited. By use of this system, you agree to be
responsible for the confidentiality of the assigned information and accountable for all activity with your user identification (USERID). Further.
you agree that you will not provide this confidential USERIDpassword to another user nor will you sign on the system to allow others to utilize
this system on your behalf.

| understand that, when using this system, | am personally accountable for my actions and that | must:

Log—off the system when not in use.

Refrain from ieaving my password near the workstation area.

Avoid leaving printed documents unattended or unsecured.

Immediately contact my agency point of contact. regarding any suspected violation or breach of system security.

Protect all electronicoptical media and hardcopy documentation containing sensitive information and properly dispose of it by shredding
hardcopy documentation.

| understand that all conditions and obligations imposed upon me by these rules apply during the time | am granted access o this system
regardless of location.

| understand that my agency reserves the right, to terminate or suspend my access and use of this system without notice. if there is a violation
of these Rules of Benhavior.

Privacy Act Notice

Access to this information is limited to only those who have a need for the information in the performance of their official duties. Disclosure
without the consent of the subject of the information is restricted unless required by the Freedom of Information Act; to those listed in an
appropriate Federal Register System of Records Notice under the “routine use” section; for the purposes identified in that section; and to those
identified in 43 C.F.R. 2.56.

These records may not be altered or destroyed except as authorized by 43 C.F.R. 2.52. Please contact your agency Human Resources Office
for advice on disclosure restrictions.

CRIMINAL PENALTIES FOR DISCLOSURE: The Privacy Act contains provisions for criminal penalties for knowingly and/or willfully disclosing
information from this system unless properly authorized.

Terms and Conditions of Use
This U. §. Government system is to be used by authorized users only. Information from this system resides on computer systems funded by the
Government.
The data and documents on this system include Federal records that contain sensitive information protected by various Federal siatutes,
including the Privacy Act, 5 U.S.C. § 552a.
All access or use of this system constitutes user understanding and acceptance of these terms and constitutes unconditional consent to review
and action by all authorized Government and law enforcement personnel.
Unauthorized user attempts or acts to (1) access, upload, change, or delete information on this system, (2) modify this system, (3) deny access
to this system, (4) accrue resources for unauthorized use or (5) otherwise misuse this system are strictly prohibited. Such attempts or acts are
subject to action that may result in criminal, civil, or administrative penalties.

[7 I consent to the following:
I have reviewed information for the above Rules of Behavior, Terms & Conditions, Privacy Act Notice and acknowledge that the electronic signature/approval is
equivalent of signing each form.
I understand there can be consequences for stating fraudulent information.
| give consent to the release of information as appropriate (i.e. HR staff, Federal, State or local investigators).
Date/Time Electronic Consent Provided: 10/13/2010 06:03:44

Close

EODS Policy Statement

[4l




» The selectee can view the Certified Forms link to displays each form’s history as well

as the status of his/her certified forms (see Figure below). This history will display
the date and time that each form was signed and certified.

Certified Forms

SF-11994

CIRECT DERPOSIT 10/13/2010 06:04 Electronically certified by Henry Winkle 10/13/2010 06:04 Electronically signed by Henry Winkle
SIGNUF FORM

| have previously certified on each form listed above, the following certification statements:

| certify that | have reviewed the information provided in the form(s) and acknowledge that electronic approval is the equivalent
of signing each form.”

“lunderstand there may be consequences for misstating information on my forms.”
“Prior to signing this form electronically, | cerify | have reviewed the completed form and the data provided is accurate.”

| certify that, to the best of my knowledge and belief, all of the information on this form is true, correct, complete, and made in
good faith.”

+ You may save andior print this confirmation page for your records.

Close

Certified Forms List




» The e-Verify link directs the selectee to the U.S. Citizenship and Immigration
Services page for employees (see Figure below).

E-Verify.

Employment Eligibility Verification

E-Verify Information
Enroll 5
E-Verify Employer Agent Login
* User ID:

Forgat your User ID?

* Password:

Forgot your password?

U.5. Department of Homeland Security - www.dhs.gev  U.S. Ciizenship and immigration Services - www.uscis.gov Accessibilty Dewnload Viewers

e-Verify for Employees

Note: Where applicable, functionality is provided at the top of the EODS screen for each
agency to include a link to their New Employee Orientation website.




There are four tabs on the Forms screen: My In-Work Forms, My Submitted Forms, My
Approved/Completed Forms, and Information About My Job (see Figure below). Each tab
is detailed on the following pages.

“You are logged in as: JIM RICH

" EODS =
*TRAINING SYSTEM™

% Entrance On Duty System

My In-Work Forms || My Submitted Forms || My Approved/Completed Forms || Information About My Job

- SHIP UNFILLED  FAARECORD OF FANILY RELATIONSHIP

- CARD - CREDENTIAL nFien  SUBMISSION OF ALL DATA IS MANDATORY IN ORDER TO RECEIVE DOT
DENTIFICATION MEDIA.

- EMPLOYMENT AGREEMENT UNFILLED  FAA AIR TRAFFIC CONTROL SPECIALIST NOTICES AND OR AGREEMENTS

P — NOTICES AND INFORMATION REGARDING THE FAA PERSONNEL SYSTEM FEDERAL

r FAA FACT SHEE N e Tt
AFTER COMPLETING THE FORM ONLINE PLEASE PRINT A COPY AND BRING IT WITH

r 8 EMPLOYMENT ELIGBILITY VERFICATION 2010 UNFILLED  YOU ON THE FRST DAY OF YOUR EMPLOYMENT. SEE PAGE 3 OF THE DOCUMENT
FOR A LIST OF ACCEPTABLE PROOF DOCUNENTS.

. [P NOTICE TO APPLICANTS AND EMPLOYEES SUBJECT TO DRUG AND OR ALCOHOL

r MEMORANDUN - DRUG AND OR ALCOHOL TESTING UNFLLED  rerne
PLEASE UPDATE YOUR RESPONSES ON THIS FORN AND ON OTHER MATERIAL

r OF-306 DECLARATION FOR FEDERAL EMPLOYMENT UNFILLED  SUBMITTED DURNG THE APPLICATION PROCESS TO CERTFY THAT YOUR
ANSWERS ARE TRUE.

(m SELECTIVE SERVICE REGISTRATION UNFILLED SELECTIVE SERVICE REGISTRATION

r SF-144 STATEMENT OF PRIOR FEDERAL SERVICE UNFILLED  STATEMENT OF PRIOR FEDERAL SERVICE

_ N ETHMCTY AND DACE DENTIEICATION ODTIONAL

EODS Forms Screen

Printing in EODS:

The user can print completed or blank forms by clicking on the form name (which is
hyperlinked). In order to protect the selectee’s privacy, their social security number (SSN) is
not displayed while viewing the form in EODS; however, the SSN it is displayed on the
printed form.




MY IN-WORK FORMS TAB

4572 Entrance On Duty System
b L “Vou are logged in as: HERB JONES
EODS +Logout
B
+ Change Password
+ Securtty Alert

My In-Work Forms My Submitted Forms || My Approved/Completed Forms | Information About My Job

In-Work Forms

Appointment

r 33 CORD OF FAMILY RELATIONSHP UNFILLED FAA RECORD OF FAMILY RELATIONSHIP
] Do DENTFICATION CARD - CREDENTIAL SNALLED SUBMISSION OF ALL DATA IS MANDATORY N
APPLICATION ORDER TO RECENE DOT DENTIFICATION HEDIA.
UENT - FAA AR TRAFFIC CONTROL SPECIALIST NOTICES
r EMPLOYMENT AGREEMEN UNFILLED D OR AGREEMEITS
NOTICES AND INFORMATION REGARDING THE FAA
r FAA FACT SHEET UNFILLED PERSONNEL SYSTEM FEDERAL AVATION
SERVICE - FAS.
Il MEMORANDUN - DRUG AND OR ALCOHOL UNFILLED NOTICE TO APPLICANTS AND ENPLOYEES
TESTNG SUBJECT TO DRUG AND OR ALCOHOL TESTING.
PLEASE UPDATE ¥OUR RESPONSES ON THIS
Im] OF-306 DECLARATION FOR FEDERAL UNFILLED FORM AND ON OTHER MATERIAL SUBMITTED
EMPLOYMENT DURNG THE APPLICATION PROCESS TO CERTIFY
THAT YOUR ANSWERS ARE TRUE.
- SELECTIVE SERVICE REGISTRATION UNFILLED FAA SELECTIVE SERVICE REGISTRATION
r SF. ATEMENT OF PRIOR FEDERAL SERVICE UNFILLED STEALE ST OF LR RS LSS
Il SF-180 REQUEST PERTARNG TO MLITARY WNFLLED SED TO REQUEST INFORMATION

My In-Work Forms Tab

The In-Work Forms tab provides a list of all the forms the selectee is required to complete
(see Figure above). The information is organized in columns to help the selectee navigate
the page. If the HR Rep wishes to send an additional form that was not initially assigned,
simply click the box for that form then ‘Save and Refresh’ the page. The new form will be
added to the new uset’s ‘In Work’ forms tab. The columns are as follows:

>

Check to Submit Completed Form. This checkbox is used by the selectee when
they submit a form.

Form. This is the employment form number or documentation title. To open the
form, the selectee must click the form name/number.

Status. This column provides the selectee information on the status of their forms.
Note: These statuses are also visible to the HR Representative on the Hiring Doc
screen in WTTS. The statuses are as follows:

o Unfilled. Indicates the employee has not opened and saved the form
e [n-Work. Indicates the employee has opened and saved the form

e  Ryjected. Indicates the HR Representative has “returned” (rejected) the form
back to the selectee

Description. Provides the form number or a short description of the form.

Comments. Where the HR Representative can provide forms-related comments for
the new hire to read.



MY SUBMITTED FORMS TAB

The My Submitted Forms tab lists each of the forms a selectee has submitted to HR (see
Figure below). A form can be retracted by the selectee up to the point that it has been
approved. Once a form has been approved, it cannot be retracted.

“You are Iogged in as: HERB JONES

EODS +Logout

,@% Entrance On Duty System

R

=

inge Password
+ Security Alert

ed Forms

My In-Work Forms ly Sub My Approved /Completed Forms | Information About My Job

—

Submitted Forms

T cemteeem S emes
Appointment
- Eur:;w ‘H\FRH 10N FOR FEDERAL J—
r SF-181 ETHNICITY AND RACE IDENTIFICATION SUBMITTED
Benefits.
Pay Related
Other
Refract Selected Form
Back o top

Y Additional Links:
+National Business Center
+Department of the Interior

- +U.S. Office of Personnel Management

Edtor: National Business Center

Last Updated: April 16, 2010

My Submitted Forms Tab

To retract a form, the selectee selects the checkbox beside the form number and then clicks
the “Retract Selected Form” button.

Once the selectee submits a form, the HR Representative can sign into WT'TS and view the
submitted form from either the Hiring Doc tab (See Figure below) or the In-Processing
report (See 2™ Figure below).

STZ50 SELT R CA TN O
EMPLOYMENT AGREEMENT ¥ ETHICS PLEDGE = HANDICAR APPROVED
FAA FACT SHEET I FAR CREDIT REPORTING ACT = SF-61 APPOINTMENT .
AFFIDAVITS
19 EMPLOYMENT ELIGBILITY VERFICATION 2010 ~ INVENTIONS MADE BY EMPLOVEES ~
HOTIFICATION ABOUT OUTSIDE EMPLOYMENT-ACTIVITIES-PROHIBITED CIEWPLOVHENT NSURANCE  ueiLen
- - BENEFITS
WEMORANDUM - DRUG AND OR ALCOHOL TESTING ~ L e ¥
NOTFICATION OF FAA CORE COMPENSATION ¥ OF-308 DECLARATION FOR FEDERAL EMPLOYMENT ¥ LB
0S1 AND OR SCI ACKNOWLEDGENENT OF INELIGBILITY ~ REQUIRED READING MATERIAL =4 [ fm [ staws
SF-1152 DESIGNATION OF
RI-20-97 ESTIMATED EARNINGS DURING WILITARY SERVICE = SELECTIVE SERVICE REGISTRATION ¥ e T
SF-1152 DESIGNATION OF BENEFICIARY - UNPAID COMPENSATION ~ SF-1199A DIRECT DEPOSIT SIGNUP FORM ~ COMPENSATION
SF-144 STATEMENT OF PRIOR FEDERAL SERVICE ~ SF-15 APPLICATION FOR 10-POINT VETERAN PREFERENCE 4 oy DRFTSAVINGS spproveD
SF-180 REQUEST PERTAINING TQ MILITARY RECORDS ~ SF-181 ETHNICITY AND RACE IDENTIFICATION 12 e
SF_255 SELF DENTIFICATION OF HANDICAP ~ SF_61 APPOINTMENT AFFIDAVITS ~ rom s
SF-813 VERIFICATION OF CAMPAIGN OR EXPEDITION TIME ~ UNEMPLOYMENT INSURANCE BENEFTS ~ DT 27502 EMPLOYEE p—_—
W-4 FORM 2010 FEDERAL INCOME TAX ¥ INFORMATION FORM
NOTFICATION OF FAA CORE
Permanent
3300-34 MILITARY STATUS REFORT r 051 AND OR 5C1
ACKNOWLEDGMENT OF TIMEFRANE TO SUBMIT HEALTH AND LIFE ACKNOWLEDGEMENT OF UNFILLED
3300-6 RECORD OF FAMILY RELATIONSHIP r s r e
DG-60 FEHB PREMIUM CONVERSION WAVER ELECTION r FEDERATION OF TAX ADMINISTRATORS r SF-11994 DIRECT DEROST APPROVED
SIGNUP FORM
FEGLI FEHB FEDVIP TSP FSA LTC BENEFITS ELECTION ACKNOWLEDGENENT
FEGLIFEHB FEDVIP FSA LTC BENEFITS NFORMATION r o - LV AT TR e
RETIREMENT REFUND QUESTIONNAIRE - SF-2808 DESIGNATION OF BENEFICIARY - CSRS r MEQME TR
W-4 FORM 2010 FEDERAL
SF-2809 HEALTH BENEFITS ELECTION FORM r SF-2809 HEALTH BENEFITS INFORMATION r INCOME TAX SUBNITTED
SF-2817 LIFE INSURANCE ELECTION - FEGLI r SF-2817 LIFE INSURANCE ELECTION INFORMATION r “
SF-2823 DESIGNATION OF BENEFICIARY - FEGLI r SF-3102 DESIGNATION OF BENEFICIARY - FERS |  fom  stams |




Hiring Doc Tab

+ SPECIAL PROGRAM REPORTS

You are logged in as: ELLEN GALAROWI
Last Login was: 10202010 @ 07:25:17:PN|

+ Skip Navigatior
+Logot
+ MANAGE

+FAQS  +FEEDBACK

Home > FY 2010 Special Programs > Inprocessing

508 Special Program Reports
- Drug Testing
- E0D List

Tooks Legend -
Tools Legend
Action Completed v
Action Skipped X
Not Applicable -
Required HR Input (HR}

Submitted Forms for JAMES HARGROVE

[action || fomName |Approved FPPS eOPF [Compiete| Staws | Commemss
Process SF-181 ETHNICITY AND RACE IDENTIFICATION s - APPROVED

‘ Process ‘SF—ZE&SELF\DENTIFICAT\UN OF HANDICAP ‘ Fs | ‘ - | |APFRUVED‘

. TSP-1 2010 THRIFT SAVINGS PLAN
W v - APPROVED ’7

Process || DOT 2730-2 EMPLOYEE INFORMATION FORM v ,7 F v |compLeTep |SYSTEN: Form DOTZ730 sent to FPPS on /282010 6:02 Alh
‘ Process ‘ SF-1189A DIRECT DEPOSIT SIGNUP FORM v | ‘ - | |APPROVED ‘
‘ Process | | -4 FORM 2010 FEDERAL INCOME TAX ‘ | ‘ = | |SLIEMFITED ‘

here are no submitted forms for this form type at this time.

In-Processing Report




MY APPROVED/COMPLETED FORMS TAB

The My Approved/Completed Forms tab provides the selectee a list of forms that have
been Approved and/or Completed by HR (see Figure below). This tab is the means by
which a selectee can track HR's actions on their forms.

§

S

- Change Password
+ Security Alert

Editor: National Business Center
Last Updated: April 15, 2010

‘= Entrance On Duty System
@ EODS

My In-Work Forms My Submitted Forms | My Approved/Completed Forms | Information About My Job

Additional Links:
+ National Business Center
+ Department of the Interior
+U.S. Office of Personnel Management

You are logged in as: HERB JONES
+Logout

ApprovediCompleted Forms
Appointment
OF-306 DECLARATION FOR FEDERAL EMPLOYMENT APPROVED
SF-181 ETHNICITY AND RACE IDENTFICATION APPROVED
Benefits
Pay Related
SF-1199A DRECT DEPOSIT SIGNUP FORN COMPLETED
Back to top

My Approved/Completed Forms Tab




INFORMATION ABOUT MY JOB TAB

This tab provides the selectee information about their job (see Figure below). Information
on this tab is populated from screens completed in WTTS.

r
=

EODS

= Change Password

+ Security Alert

My In-Work Forms | My itted Forms

“,  Entrance On Duty System

My Approved,Completed Forms I Information About My Job I

£

Editor: National Business Center
Last Undated: April 16. 2010

WITTS D #
OPM Position Titie
Gaining Organization
Selected Series
Seleoted Grade
Step
Position Sensitivity
Pay Plan
Trainee
Is this 2 supervisor position
Required to Fill Qut Financial Disclosure Ferm
Required Drug Testing
Employee Type
Selected from Reemployment Prierity List
Sourse Type
Projected Entry on Duty Date
Physical Entry on Duty Date
Report o Building
Report to Reem Number
Competency

Additional Links:

+ National Business Center

+ Department of the Interior
+U 5. Office of Personnel Management

Information About My Job

2666

28 APR TRAN

60856472 - HR SYSTEMS MANAGEMENT BRANCH
0025 - PARK RANGER

05

1 - NONSENSITIVELOW RISK
G5 - GENERAL SCHEDULE (CHS2, 5 U.8.C.)

P- RALROAD ENGINE SERVICE
1 - FULL TIME PERMANENT

No

0-T8D

04/28/2010

041302010

25

52

You are logged in as: HERB JONES
+ Logout

Information About My Job Tab




Chapter 7: Interface to Personnel Security Tracking
System (PSTS)

INTERFACE TO PERSONNEL SECURITY TRACKING SYSTEM
(PSTS)

This feature provides the ability to send and receive new hire information to and from
WTTS and a customer’s Personnel Security Tracking System (PSTS). Customers that are
implemented with this feature will be provided with the means to send and receive the
information between systems. Fields from a number of different tabs within WT'TS can be

sent to a customer’s PSTS. Fields that are “Required for Interface to PSTS” are denoted by a
‘(_"_”.




Chapter 8: Template Libraries

OVERVIEW

There are two Template Libraries that can be accessed from the WTTS home screen, the
Gains Template Library and the Separations Template Library. A user with Template Library
access will see the following modules on their WTTS Home Page.

Workforce Transformation Tracking System You are logged in as: HENRY PYLE , IND199 (Multiple)
Last Login was: 02/27/2015 @ 12:51:24.PM
Skip Navigation

Manage >  Feedback FAQs Help

The Workforce Transformation Tracking System. WTTS provides tracking and reporting of prospective hiring actions, mobility, and losses. WTTS also provides data and notifications for use in the
Employee Orientation Process and associated reporting for Recruiting, Education, and Diversity programs.

Gains Template Library Reports d i N ions Template Library ——
Fill Vacancy 80-Day Hiring Activity Repart
Search Gains - Acknowledgements Drug Testing - Create Separaticns - HR Emails
Dashboard - Emails Faciliies and IT Security - Separafion Reports - HR Emails with Letters
In-work Gains Report - Emails with Letters Inprocessing - Supenvisor Emails
Published Gains Report - Information Documents New Hire Report ~ Supervisor Emails with Letters
Completed Gains Report EODS Access Expiration

Unused Records Report

Mew Hires Due Date for Forms
Declinations Report

Interior Additional Links:
Business Interior Business Center
Center Department of the Interior

Editor: Interior Business Center U.5. Office of Personnel Management
Last Updated- December 2014

WTTS Home Screen, Gains and Separations Template Libraries

Launching one of the Template Libraries allows the user to create new templates and edit
existing templates. The Gains Template Library is used for pre-employment and new hire
communication. The Separations Template Library is used for communication related to

employees being separated from government employ. There are four template types in each
library, described in detail below.

ACCESS TO THE TEMPLATE LIBRARIES

A user with Security Admin Role, by default, has access to the Template Library and they
can “assign” the Template Library to other users assigned the HR role.

Access to the Template Libraries allows the assigned user to Edit/Save Master Templates to
create Agency unique templates.

Note: All HR users may utilize and edit templates within a specific WTTS Record but a
template in the library can only be modified by those with access to the Template Library.
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Report | Control Access
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Security Admin
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View Only )
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User Management, System Roles, Security Admin

Home User Management
4
feanvser
i
I Uzer Information | Sy=tem Roles Sy=stem Access | Report | Control Access Office Access
Access Name Assign
Administration D
Gains
Separations
Reports
Template Libraries %_

User Management, System Access, Template Libraries

THE GAINS TEMPLATE LIBRARY

There are four template types in the Gains Template Library — Acknowledgements, Emails,
Emails with Letters, and Information Documents. Each template type is described below.

ACKNOWLEDGMENTS

Acknowledgments are information documents that require a signature and can be
assigned to a selectee as a way to obtain their acknowledgement that they have read
the document before their entrance on duty.

EMAILS

Emails are simply that — email templates used for communication with a selectee.




EMAILS WITH LETTERS

Emails with Letters are emails that include an attachment with the email.

INFORMATION DOCUMENTS
Information Documents are documents that can be assigned to a selectee for

important instruction or information that a new employee needs to know before
entrance on duty.

THE SEPARATIONS TEMPLATE LIBRARY

There are four template types in the Separations Template Library — Acknowledgements,
Emails, Emails with Letters, and Information Documents. Each type will be discussed in
detail.

HR EMAILS

HR Emails, the same as Emails in the Gains Template Library, are used by HR
Specialists for email communication with the separating employee.

HR EMAILS WITH LETTERS

HR Emails with Letters are the same as HR Emails with the addition of an
attachment to the email.

SUPERVISOR EMAILS

Supervisor Emails are the same as HR Emails but are used by those assigned the
Supervisor role, rather than the HR Rep role.

SUPERVISOR EMAILS WITH LETTERS

Supervisor Emails with Letters are the same as HR Emails with Letters but are used
by those assigned the Supervisor role, rather than the HR Rep role.

WORKING IN THE TEMPLATE LIBRARIES

If you are a Security Admin or an HR Specialist with access to the Template Libraries,
following are the steps to working with the templates.

» Launch the one of the Template Libraties from the WTI'TS Home Page.

» Click the Show/Hide button on each Section header to expand or contract the pane.




e Actions
1B MASTER ACKNOWLEDGEMENT TEMPLA
MASTER ACKNOWLEDGEMENT TEMPLATE
ACKNOWLEDGEMENT TEMPLATE Lais
A~ Jody's ACKNOWLEDGEMENT TEMPLATE
ACKNOWLEDGEMENT TEMPLATE Jody1
| — — = P e o | pommappon

Gains Template Library, Hide/Show Button
CREATE AN AGENCY-UNIQUE TEMPLATE

» Click the “Copy” button for one of the existing templates.

(==
Template Name

Actions
1B MASTER ACKNOWLEDGEMENT TEMPLATE

MASTER ACKNOWLEDGEMENT TEMPLATE

ACKNOWLEDGEMENT TEMPLATE Lois

A Jody's ACKNOWLEDGEMENT TEMPLATE TTemy T Ed

ACKMOWLEDGEMENT TEMPLATE Jody1

e P i S e A NP, I N orrerale=vary=
Copy Template

» When the template opens, rename the template. The user can save the new template
with or without changes to the body of text as an Agency Unique Template by giving
the template a new name. (Be sure to give thought to naming conventions!)

[ Create Copy from ACKNOWLEDGEMENT TEMPLATE Lois

Last

Template Name  ACKNOWLEDGEMENT TEMPLATE Lois
1
H-0 3B 7 U =

__DEPT/BUR LOGO__

= | Paragraph ~ Font Family ~ Font Size - A

ACCEPTANCE OF TEMPORARY APPOINTMENT
__AGENCY BUREAU__

__SELECTEE FULL NAME__

__REPORT TO BUILDING

__REPORT TO ROOM__

__Tunderstand temporary emplayees:

Acknowledgement
Template Content » Serve under appointments limited to one year or less and are subject to tarmination at any time without
Py R . N -

» Click the “Save” button — If you haven’t changed the Template name, you get an
message. Do not use “Master” in the name




Create Copy from ACKNOWLEDGEMENT TEMPLATE Lois

[ ilast Modified By & On| GALAROWICZ, ELLEN On 04/07/2014 06:16:59 3

F-10din 7 1 e === = ElN |
Unable to save template. Please contact IBC P

Customer Service at 1-888-FOR-INBC (1-888-
ACCEPTANCE OF TEMPORARY APPOINTME ~367-1622).

__DEPT/BUR LOGO__

__AGENCY BUREAU__

__SELECTEE FULL NAME__

__REPORT TO BUILDING_

e

» Rename, then click “Save”
> You will receive a confirmation message that the Agency unique template was saved

_— = == | gL R LR LT PO e o

Save Complete

{ Template saved. The page will now refresh.

» 'The Agency Unique Template is now displayed in the library

MODIFY A TEMPLATE

To use the Data Fields feature to modify a Template, open a Template by clicking the “Edit”
button. Click the “Data Fields” icon on the menu bar to display a list of fields that can be
inserted into the Template. When the Template is used in WT'TS, the field name will be
replaced by the value in the WTTS record. For example, if you insert “Report to Building”
and “Report to Room™ into the Template, when the HR specialist uses this Template in
WTTS, the Building/Room number entered on the Hiring Doc tab in WTTS will be
displayed in the Acknowledgement.




Last Modified By & On | DONCTMODIFY, IBKLIEWER Cn 01/10/2014 08.07:02
Template Name ACKNOWLEDGEMENT TEMPLATE Lois

| Format ~ FontFamily - FontSize | =8 | &
Department B
Dept/Bur Logo APPOINTMENT
Duty Location
EOD
Email Sent Date E

HR Assistant Email
HR Assistant Name
HR Assistant Phone

Acknowledgement
Template Content

HR Specialist Name
HR Specialist Phone
OPM Fosition Titie

org

Org Description
Pay Plan Wage System position are eligible for such incresses, in certain cases);

Report to Building (Ebldg) = position vith a regularly scheduled tour of duty (i.e., part-time or full-time employment). All regularly scheduled
Report to Room (Eroom)
Selected Grade
Selected Occ Series
Selected Step

Selectee First Name

Selectee Full Name

HR Specialist Email

7ited to one year or less and are subject to termination st any time without use of sdverse action or reduction-in-

. resssignment, or transfer to other positions;
stus, eligibility to be noncompatitivaly converted to a career-conditional appeintment. or entitiement to future

ie increases when serving in General Schedule positions, even when extended beyond one year. (Temporary
and subject to Federal, state, and local tax requirements;

clc lzave, and those whose appointments are made for more than 80 days earn annual leave;
farmanre mananement and annraisal renuirements an the same hasis as nermanent emnlovees:

» Add a field to an

Edit Template, Data Fields Icon

existing Template (This is the Master Acknowledgement Template):

Click the “Data Fields” icon to display list of fields
Position cursor where you want to insert the field
Click the field name

Field is inserted into template

Agency/Bureau

Duty Location

EOD

Email Sent Date

HR Specialist Email

HR Specialist Name

HR. Specialist Phone
OPM Position Title

Org

Org Description

Pay Plan

Report to Building {Ebldg)
Report to Room {Eroom)
Selected Grade

2alartad Ner Sariae

aited to one year or less and are subject to termination st any time without use of adverse action or reduction-in-farce proc
. reassignment, or transfer to other positions:

stus, eligibility to be noncompetitively converted to a career-conditional sppointment, or entitlement to future employment:
le increases when serving in General Schedule positions, even when extended beyond one year. (Temporary employees se

and subject to Federal, state, and local tax requirements;

a position vith a regularly scheduled tour of duty (i.e.. part-time or full-time employment). All regularly scheduled tempor:
sore than 90 days earn annual leave;

formance management and appraisal requirements on the same basis as permanent employees;

[ve cash awards;
OPM Position Title | i carvice Retirament System, the Federal Employees Retiremant System, o the Fedaral Employees Group Lifs

when they move from coversd positions to tamperary appeintments);
inder the Federal Employees’ Health Benefits Program until completion of one year of current, continuous service. Tempora
including both the employes and government share. (Employees may carry over such coverage when they mova from cove

=dgement to show how ta modify a template. 1 will insert a position title hare

[ understand temporary employees:

Serve under appointments limited to one year or less and are subject to termination at any time without use of adverse action or reduction-in-force procedures:

Are not eligible for promotion, reassignment, or transfer to other positions:

Do not acquire competitive status, eligibility to be noncompetitively convertad to a career-conditional sppointment, or entitiement to future employment;

Are not eligible for vithin-grade increases when serving in General Schedule positions, even when extended beyond one year. (Temporary employees serving in Federal y

increases, in certain cases):
® Are covered by Social Security and subject to Faderal, state, and local tax requirements;
® Earn leave when appointed to a position with a regularly schedulad tour of duty (i.a., part-time or full-time employment). All regularly scheduled tamporary amployees ez

appointments are made
& Are coverad by applicabl

for more than 30 days eam annual lzaves
= parformance managemant and sppraissl requirements on the sams basis a5 parmansnt smploysss;

 Are eligible for consideration for incentive cash avards;

¢ Are not eligible for coverage under the Civil Service Retirement System. the Federal Employees Retirement System, or the Federal Employees Group Life Insurance Progr:
may carry over such coverage when they move from covered positions to temporary appeintments):

# Are not eligible for coverage under the Fedaral Employees’ Health Benefits Program until completion of one year of current, continuous sarvice. Temporary employees obi
pay the full cost of coverage, including both the employee and government share. (Employees may carry over such covarage when they move from covered positions to t

A am adding this text to the acknorledgement to show how to modify = template. I vill insert = position title here __OPM POSITION TITLE_

The same business rules hold true for Emails, Emails with Letters, and Information
Documents in the Gains

Template Library and for the HR Emails, HR Emails with Letters,

Supervisor Emails, and Supervisor Emails with Letters in the Separations Template Library.




_BATE_

Daar _SELECTEE NAME__

It i vy plemsure b welcome you B8 B dem emolon

of the _AGERCY/BUR_.

Your first day on duty with the HAC will be _PYSICAL_EQC_DATE_. On this dal t <fill in time=, A representative from the Offie of the Chisf Human Capital Officer wil esten
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u report to the _REPDAT_TO_BUILDING
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Master email Template
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Washington, BE 20248
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Master Email with Letters Template (tentative offer)
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Master Information Document Template

USING THE TEMPLATES

The templates ate put to use in either in a Gains record for a new hire/selectee, or a
Separations record for an employee being separated from government employ.

ADDING TEMPLATES TO A GAINS RECORD: PREEMPLOYMENT ON
THE HIRING DOC TAB

The “Preemployment” section on the Hiring Doc Tab is the place to access templates
created in the Gains Template Library.

> Log into WTTS
» Access a WTTS Gains Record
» Navigate to the Hiring Doc Tab




> Click the “Browse Templates” link in the Preemployment section on the Hiring Doc
tab to view existing templates and choose which template(s) you would like to add to

the record.

. Workforce Transformation Tracking System
- WTTS v13.3

Fil Vacancy Reports > Manage > Feedback FAQs Help

Home Gain Dashboard In-work Gains for Fv 2014 Edit Record 11218

— | Edit Record

[ Send RFE to FPPS ] [ Send ECDS eMail(s) ] [ Send Selectee Info to FPPS: ] [ Publish ]

Hotes

Security | Selectee Info. | Hiring Doc lDiversity

| Position Info. Create Hire Action Staffing/EOD Conditions

_ [ . = ]| /
Browse Templates

I

Upload Doc

—|[ Hide/Show EODS Forms ]}

[ checkalEODSForms || Uncheckal EODS Forms |

‘ [ Hide/Show Forms for All i Types ] |

Hame Required !
NPS AGENCY UNIQUE WELCOME LETTER m

| _EDLGATIONAL DATS — e

Hiring Doc Tab, Preemployment, Browse Templates

» 'The Template Library opens and displays available Agency Unique Templates
(Dept/Bur/SubBureau level)

IN/10 Templates

Cancel
s ]
BENEFIT ACKNOWLEDGEMENT
[C] FAIR CREDIT REPORTING
[T IN 10 IM ACKNOWLEDGEMENT
[C] IN 10 IM APPOINTMENT TEMPLATE
[C] INVENTIONS MADE BY EMPLOYEES

-
[7] IN 10 IM EMAIL TEMPLATE
. WELCOME LETTER EMAIL TEMPLATE

—| [ Hide/Show Emails with Letters ]I

EMAIL WITH LETTER CONFIRMATION OFFER
EMAIL WITH LETTER TENTATIVE OFFER

E IN 10 IM EMAIL WITH LETTER TEMPLATE 1
[T] IN 10 IM EMAIL WITH LETTER TEMPLATE 2

- = |
= 0 )|
7] IN 10 IM INFORMATION DOCUMENT TEMPLATE
INFORMATION DOCUMENT WITH LINKS

Cancel

Template Library Table of Contents




» Hide/Show buttons can be used to collapse and expand each template section.

» Click the checkbox next to each template you want to add to the record and then
save (see figure above).

» Each template selected from the library is now added to the Gains record and will be
displayed in the appropriate section on the Hiring Doc Tab.
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I Position Info. Create Hire Action Upload Doc Staffing/ECD Conditions | Notes | Security | Selectee Info. | Hiring Doc | Diversity -
—|[ Hi Freemployment ]I
Browse Templates
== Acknow )|
Hame Assign Updated Date Updated By Delete

BENEFIT ACKNOWLEDGEMENT

02072014 HENRY PYLE Delet
Preview 20772

-
MOTE: To enable send button: 1) Click Edit or Preview 2) Enter a subject line 3) Enter selectee email 4) Enter HR Specialist email
Hame Send Updated Date Updated By Delete
WELCOME LETTER EMAIL TEMPLATE — 20T
A Send 0207/2014  HENRY PYLE

—|[ Hide/Show Emails with Letters. ]I

NOTE: To enable send button: 1) Click Edit or Preview 2) Enter a subject line 3) Enter selectee email 4) Enter HR Specialist email

Hame Send Updated Date Updated By Delete
EMAIL WITH LETTER CONFIRMATION OFFER — R F— ===
Edit / Freview ===
EMAIL WITH LETTER TENTATIVE OFFER — TS YR TIE =
Edit / Freview ==
—|[ Hide/Show Information Documents. ]I
Hame Assign Updated Date Updated By Delete
INFORMATION DOCUMENT WITH LINKS N
Sait ) Previes 02/07/2014 HEMNRY PYLE

Templates added to the Record on the Hiring Doc Tab

> Clicking the “Preview” or “Edit” links “unlocks” the template and allows it to be
assigned or sent.
Note: The Information documents do not need to be “unlocked” by “Preview” or
“Edit”. They are assignable without previewing or editing.
» 'The “Assign” checkboxes or the “Send” buttons will not be active unless:
e Acknowledgements: Must be previewed and the required fields must be
completed.
e Emails: Must be Edited or Previewed, must have an HR Specialist’s email, HR
Specialists Phone Number, an EODS User’s email, and a Subject Line.
e  Emails with Letters: Same as emails

e Information Documents: Preview and Edit are not required before assigning.

The “Assign” checkbox is always active for Information Documents.




—|[ Hide/Show Preemploy ]I
Browse Templates
| Hide/Show Acknow ]I
Hame I Assign |  Updated Date Updated By Delete
EEGC Tenative Job Offer oy
ermvicw 0211412014 HENRY PYLE
—||  Hide/Show Emails
NOTE: To enable send button: 1) Click Edit or Preview 2) Enter a subject line 3) Enter selectes email 4) Enter HR Specialist email
Hame  Send | updatedDate Updated By Delete
test EMAIL TEMPLATE e
Cait) Preview 0218/2014  HENRY FYLE
—| [ Hide/Show Emais wilh Letiers | }
NOTE: To enable send button: 1) Click Edit or Preview 2) Enter a subject line 3) Enter selectes email 4) Enter HR Specialist email
Hame Updated Date Updated By Delate
Test lssue e
Edit / Preview 02182014 HENRY FYLE
—| [ Hide/Show Information Documents ] I
Hame | Assign | Updated Date Updated By Delete
INFORMATION DOCUMENT TEMPLATE Jocyd oy
cait) Preview 0214/2014  HENRY FYLE

Edit and Preview Links, Active and Inactive Assign Checkbox, Active Send Buttons

| hssion _upssiedoae  upsaedsy Dl
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Form Status Details

[ter s

» Each item has a detailed Status History. Click the Date link to display the history.

[ ]

Date
02/14/2014 04:01:52
02/14/2014 03:34:32

Updated By
HENRY PYLE
HENRY FYLE

Description
Previewed and unlocked
Added to record

[ter =i

Close

»  Only Acknowledgements will be displayed on the right side of the Hiring Doc screen

(not Information Documents or Emails/Emails with Letters).




Hiring Progress

Hiring Progress
Position Information Pl 79%
Create Hire Action N a0
Selectee Information 81%
Position Documentation & 0%
Staffing Documentation SD 60%
Hiring Documentation | Ho EFE

Preemployment

B IN/O1 Acknowledgement UNFILLED

%
:

OF-306 DECLARATION FOR UNFILLED
FEDERAL EMPLOYMENT -

APPLICANT FORM (REVISED OCT

2011)

OF-306 DECLARATION FOR UNFILLED
FEDERAL EMPLOYMENT -

APPOINTEE FORM (REWISED OCT

2011}

If an Acknowledgement or Information document has not been assigned, it can be

deleted by clicking the Delete button.

e Once an Acknowledgement or Information Document has been assigned they
cannot be deleted; however, it can be unassigned by “unchecking” the checkbox
and clicking the Save and Refresh button — this only applies if it is in an
“unfilled” status.

If an Email or Email with Letter has not been “sent”, it can be deleted by clicking

the Delete button. Once an Email or Email with Letter has been Sent, it cannot be

deleted.

Emails and Emails with Letters can be resent an unlimited number of times until the

record is Status = B (Completed).

Save button. You MUST click the Save button in order to “push” EODS forms
(make them visible in EODS) to the user (including Acknowledgements and
Information documents). This change was necessitated by the change in Publish
functionality.

The Send EODS email(s) button ONLY sends either the “Welcome” access emails
or “Additional Form” email(s).




> 'To lock a person out of EODS, log on using the selectee’s email address (EODS
user) , any password, and their last 4 which will lock the account. Verify this by
looking at the Locked User Account.

» Information Documents. The Description Line is displayed as the “Description” in
EODS. Itis limited to 100 characters.

WORKING WITH ACKNOWLEDGEMENTS
Note: this record HAS NOT been published
» Click the “Preview” link to review the Acknowledgement.

» 'The Acknowledgement is displayed. Note: The watermark is an indication the
Acknowledgement has not been “assigned” to the user

Lattarboad [Loga)

ACCEFTANCE OF TEMPORARY AFPOINTMENT

~0

I enderstznd tsmporary smployess: \Qﬁ :

+Serve under appointments limited to one year or less and are subjechfo termination at amy
time without use of adverss action or reductisn-in-force proced; H

+Ars not sligibls for promotion, reassignment, er transfar te other pdsitions:

« Do not acquire compatitive status, sligibility to be noncompatififely comverted to a
carssr-conditional appointment, or entitlemaent to fotors em mani;

=+ Ars not aligible for within-grade imcreases whem serving kl.’!-nmr.ll Schedule positions, sven
whez sxtsndsd beyond one year. (Temperary smployess ssrving iz Federal Wage System
position are aligible for such increasss, in certain casedl;

+ Are covared by Social Security amd subject to Fnﬂ;ﬁ state, and local tax requiremsnts;

#« Earn leave when appointed to 2 position with a arly schedunled tour of duty (is.,
part-tims or full-time employment). All regularly scheduled temporary smployess sarm sick
lsave, and thess whose appointments are or mors than 90 days sarn annual lsave;

+Are covered by applicable performance agemsnt and appraisal requirements on the
sama basis 25 permansst employses;

+ Are aligible for comsideration for inl:n% % cash awards;

« Are not eligible for coverage under the 'Civil Service Retirement Systsm, the Fedaral
Employass Batiramsnt System, o b Faderal Employess Growp Life Insurance Program
(except that in certain cases &« ¥eRs may carry over such cowverage when they move from
coversd positions te temperefy appointments);

+ Ars not sligibla for :ulluah_undu the Fodsral Employeas” Hoalth Bemafits Program until
complotion of one year af cerrent, centizmeeus service. Temporary employsss obfaining
bealik bensfits on thi 5is must pay the full cost of coverage, including betk the smployes
and govermmant shar@r (Employess may carry ever such coverage when they meove from
covarad pn:iﬁn-& lg&orlr}' appointments).

A am adding this toxt fo fhe dckzowledgement to skew how to modify 2 templats. I will insert 2
positian title hera TEST 108

Signaturae. Dats

» When you ate ready to send the Acknowledgement to the EODS user, check the
Assign checkbox, then click the Save button. You MUST click the Save button to
assign the form to the EODS user (make the form visible in EODS).

» When you ate ready to notify the EODS user (either send the access ‘welcome’
emails or notify them of an additional form), click the Send EODS Email(s) button.




» If you are missing any of the required fields to send the EODS User their
“Welcome” emails, a popup is displayed. You can either click each of the red TBDs’
which will return you to the appropriate field on the screen; or, return to the
appropriate screen to enter the data. The EODS user will not get their access
‘welcome’ emails and the Acknowledgement cannot be assigned until this data is
complete.

» Once all required fields ate completed, click the Send EODS eMail(s) button.

» A pop-up is displayed for the HR specialist to confirm they want to grant access to
an EODS user.

= T
Message from webpage — | |

'@' You have elected to send Information Documents, Acknowledgements,

W' or Forms to an EODS user, By your action, the systerm will generate
emails and grant access to the Entrance on Duty System (EODS). De you
wish to continue?

. ok || canca |

» When you click the OK button, the EODS Access (Welcome) emails are generated
(same emails as today).

WORKING WITH EMAILS

» Click “Browse Templates” to locate the email template you want to use. Select the
email by clicking the checkbox. The email will be displayed on the WTTS record.

IN/01 Templates

il
[C] Amie EMAIL TEMPLATE
[[] EMAIL TEMPLATE Jody1
[C] Ellen EMAIL TEMPLATE
[C] Lois EMAIL TEMPLATE

test EMAIL TEMPLATE
[C] test EMAIL TEMPLATE Gayla

|—| [ Hide/Show Emails with Letters ] I ‘

= — \
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Browse Templates

g )

Iﬁ
NOTE: To enable send huﬂ 1) Click Edit or Preview 2) Enter a subject line 3) Enter selectee email 4) Enter HR Specialist email

HName

Send

Updated Date Updated By

HENRY FYLE

test EMAIL TEMFLATE

Edit / Preview p2n8z014

Hide/Show Emails with Letters ] |

rl

> Clicking either the Edit or Preview link (you must do one or the other) will “unlock”

>

the email and activate the Send button.

Click the Edit button to open the email editor. You can make changes, rename, and
then save the template.
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Daar _SILOCTIE NAME

B 5 my plessure ta seireme you a8 3 nes smploves of the __AGERCY/RUR .
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port to the _SERORT_TO_BUILEING_, st <hll in e, & sezvesentatve fram the Offis of the Chiel sumaen Cagesl Offsnt wil aseon you ts the

B yiru hirve awmstions o swwd assislance, pleass contacl me en _HE SPECIALIST PSONE_ o sl WA SPECIALIST EMAIL .

[save] [ cancel |

» While in the edit mode inside a template you may add a URL link in the body of the

template by using the ‘insert web link’ tool shown below

This functionality can be utilized when editing the Emails, Emails with Letters and
Information Documents in the Template library.

WL s ELGEE test EMATL TEMPLATE

gl {ea Ny test EMAIL TEMPLATE

Email main content:

=
* 1
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B 049 |B 1 U s

Format ~ FontFamly - Fontsze = A -|iZ i= | =
a

__EMAT]

Y¥ahoo

Dear __SELECTEE FULL NAME__




> You will then receive the pop-up below and you then can type (ot paste) in your
desired link in the ‘Enter link URL’ space, then select ‘Insert’.

Enter link text and URL _ |

— Enter link text and URL

Enter link text (optional):

Enter link Url {wwav.site.com):

Enter Link Text and URL Popup

» When you click the Save button after editing the email, thete is a popup to confirm
the template was saved to the WT'TS record.

emplate Mame: Emawl Test 1- 1D 8522

Suject Line: W 51D 83522

Email main content:

Paragraph = FontFamily ~ Font Size < = i=

| % | [

Message from webpage L J

f lg Changes saved. Click the Cancel button to close the editor,

» Click the Cancel button to close the editor.

» 'There is a new template saved in the Email Template viewing area.

pors

v

s D

NOTE: To enable send button: 1) Click Edit or Preview 2) Enter a subject line 3) Enter selectee email 4) Enter HR Specialist email
Name Send Updated Date Updated By Delete
test EMAIL TEMPLATE .
Eoit) Previc 0213/2014  HENRY PYLE Delste
fest EMAIL TEWFLATE 2 . . Send 02/13/2014 HENRY PYLE Delete
I} Edit / Preview
L IJ_

> Click the Preview button to display the email that will be sent to the EODS uset.
NOTE: If a field is not populated in WTTS, the email will display “ITBD”, so
PLEASE check the preview carefully. If something needs to be changed, use the
Edit button and make modifications to your Template.




Dear MONDAY MONDAE

It is my pleasure to welcome you as a new employee of the _

SECRETARY/OFFC OF THE SEC, IBC .

r

\

_OF&DF THE

Your first day on duty with the NRC will be TBD . On &\f%ﬂate, please report to
c

the TBD , at 9:00 am. A representative from the Offi
Capital Officer will escort you to the employee orients\lm

session for new employees.

the Chief Human
n and security briefing

If you have questions or need assistance, please Gﬁitact me on __ (303)

969-5492  or at TBD

N

Note: The email MUST have a Subject, an HR Specialist’s email address, the EODS
user’s email address, and the record must be “unlocked” by either using the Edit or
Preview buttons to activate the SEND button.

» Click the Send button

Email Test 1
Email Test 1- 1D 8522

Edit/ Preview | s=nz 01/16/2013

Edit/ Preview 01116/2013

GALAROWICZ, ELLEN
GALAROWICZ, ELLEN

| ide || snow |
| Delete |

> A popup is displayed to confirm whether or not you want to send the email

VIIIIIIIIIIIIIII’
’ Send PE ltem

You have chosen to send the email test EMAIL ‘
TEMPLATE 2 to the EODS user. Do you want to
continue?

|

|
=

[\\‘ N

» If you do not want to send the email, click the Cancel button. If you want to send
the email click the Send button. A popup is displayed to show the email was sent.

NOTE: The Send button stays active in case you want to resend the email.

‘ Email sent to EODS user. i

’ Send Complete

3 7
f 7
M

» All activity on the email is tracked in the status history.




History for item "Email Test 1- ID 8522"

| »

01/16/2013 01:58:03  GALAROWICZ, ELLEN Email sent to EODS user E

01M16/2013 01:54:28  GALAROWICZ, ELLEN Email sent to EODS user

0116/2013 01:00:12  GALAROWICZ, ELLEN Mame, content andior subject updated

mMs2M3 125231 GALAROWICZ, ELLEN MName, content andior subject updated a
4| I r

WORKING WITH EMAILS WITH LETTERS

Use the same processing instructions as those shown for Emails.

USING INFORMATION DOCUMENTS

» Browse the template library as with other Preemployment items and select an
Information Document.

IN/O01 Templates

—
[C] Ellen INFORMATION DOCUMENT TEMPLATE
INFORMATION DOCUMENT TEMPLATE Jody1
[T] Lois INFORMATION DOCUMENT TEMPLATE

Cancel

» Click the Preview button to review the Information Document or Click the Edit
button to modify the Information Document Template.

AT,

e it ot

‘ [ t Information Di ] I

Hame Assign Updated Date Updated By Delete
INFCRMATIGN DOCUMENT TEMPLATE Jody1

. 02/18/2014 HENRY FYLE Delete
Edit / Preview

A S

: S




» Clicking the Edit button opens the Editor to make changes

» Clicking the Preview button opens the Information Document in a ‘preview” mode

Employee Information

Links to Employee Information for New Employees: ﬂ:\
% L]
-
For TSP Information visit \f"'j
JIwww v/ / b\ !

For Benefits Information visit '\Q«

» Check the Assign button associated with the Information Document and click the
Save button to ‘assign’ the Information Document to the EODS user (make it visible
in EODS). Note: It is not necessary to “Edit” or “Preview” an Information
Document before assigning.

| Edit Record
[ senarFEwmFres | | Send Selectee Info to FSTS | [ sendEoDsemais | | Send Selectee Info to FPRS | [[Publish |

Security | Selectee Info. | Hiring Doc | Diversity -

| Position Info. Create Hire Action Upload Doc

Staffing/EOD Conditions | Notes

_| [ Preempioy ] }
Browse Templates

|—‘[ Hi Acknow ]I |
r |
|—‘ [ Hide/Show Emails with Letters ] } |

‘ [ Hide/Show Information Documents ] }

Name Assign Updated Date Updated By Delete
INFORMATION DOCUMENT TEMPLATE Jody1 R b - HENRY PYLE

I [y —] S

> If this is the first item assigned to the EODS uset, when you click the Send EODS
Email(s) button, the system will generate the two “welcome” emails. If you have
previously granted the user access to EODS, when you click the Send EODS
Email(s) button, the system will generate an email to the EODS user notifying them
of additional forms. Sending the notification emails is optional.




Continue with send of emails

Do you wish to send the EODS user a
notification email that new documents have
been added to EODS?

Cancel Continue

» A popup is displayed to confirm the email send action.

'l Send email(s) complete |

Email({s) have been sent. |

[o] |
N

‘n

» Sample notification email that goes to EODS to alert them to a new form in EODS

ATTENTION TODD HELTON - New EODS Forms (DO NOT DELETE) mbox x & [H
OFC_OF_THE_SECRETARY@no.reply 3:35 PM (0 minutes ago) - v
to me (=

Mew documents have been added to your Entrance on Duty, My In-work forms tab. Please click
on the link provided below to log into EODS.

If you have forgotten your EODS passwaord, please contact your HR point of contact.

EODS web link: https://eodstrn.nbc.gowEODS/

Username: Email address we have on file

Human Resources Contact: AAROHN HENRY
Telephone Number: (303) 555-5555

Please do not reply to this email.

ADDING TEMPLATES TO A SEPARATIONS RECORD: TEMPLATES TAB

WORKING WITH HR EMAILS

» Working inside a Separations record, navigate to the “Templates” tab and click the
“Browse Separation Templates” button to locate the HR email template you want to

usc.




—| Edit Record

|| Auditicomplete

Send Separation to FPPS

[

Separation Info.

[
|

l

Templates

{

NOTE: To enable send button: 1) Click Edit 2) Enter a subject line 3) Add recipients

£

Browse Separation Templates M
L

L 1
Is s€] | Browse Separation Templates |
o templates have been selected.

> Select the HR email by clicking the checkbox. The HR email will be displayed on the

Templates Tab, Browse Separation Templates Button

Separations record after clicking the “Save” button. Return to the Templates Tab by
clicking the “Close” button.

Browse Separation Templates

Separations Template Library Table of Contents for IN/01 T lat
Select the templates you wish to add to this separation record and click Save. When finished, click Close
to return.

| Hide/Show HR Emails I

Email Template 1 for Resignation

Template Name

Email Template 2 for Resignation

Doej

Email Template for Retirement

Hide/Show HR Emails with Letters.

il
|
|

|—|[ Hide/Show Supervisor Emails ]|

Hide/Show Supervisor Emails with Letters

il

Browse Separations Templates

| Edit Record

Send Separation to FPPS | AuditiComplete |

(

| Separation Info. I Templates

NOTE: To enable send button: 1) Click Edit 2) Enter a subject line 3) Add recipients

[

)

Browse Separation Templates

| Templates

d to this tion record I

Hide/Show HR Emails.

Actions

[Egit|[ Preview ][ Add Email Addss ][ Delei= |

Updated By/On
HEMRY PYLE
02/24/2014 04:52:25 pm

Email Template 1 for Resignation

HR Email Template Saved on the Templates Tab




> Click the “Edit” button to open the HR Email editor. You can make changes,
rename, and then save the template. In order to activate the “Send” button, you
must add email recipients and a subject line to the HR Email and Save.

Edit Template

Maodify the template using the editor below. Insert data fields into the template by selecting the "Data Fields" menu, E {

Click Save to save changes and when finished, click Close to return to assigned Templates.

Last
Modified ELKINS, JODY On 02/26/2014 12:50:22
By & On

Recipients | Add Email Addrs I
Template p T meTete 1 for Resgnation
Name

Subject]
Line

H-049 |8 7 U a=

Format ~ FontFamiy = FontSize - A~ | = E i= |‘a | 5} i

__DEPARTMENT__

Tot __EMPLOYEE FULL NAME__
cc: _SUPERVISOR EMAIL__
Subject: Resignation

This email is to confirm your resignation from the _AGENCY BUREAU__ effactive on [FILL IN DATE]. If you have any questions or
need assistance, please contact me at __HR SPECIALIST PHONE__ or send an email message to _HR SPECIALIST EMAIL_ .

Thank
Template ank you,
Content —HR SPECIALIST NAME__

Add Email Addrs Button and Subject Line

> Enter an email address after clicking the “Add Email Addrs” button. After typing in
the email address, click the “Add” button. You can add a maximum of 5 email
addresses. If you attempt to add a 6" email address, a pop-up will appear notifying
you that, “The limit is 5 email addresses per template item. Remove an email address
to add a different one.” You can remove an address by clicking the “Remove”
button beside an existing address.

Add Emails to Template

Add, remove and update emails for "Email Template 1 for Resignation™

| Email Address | email_address@bureau.gov

Add new email address

Cancel

Add Email Address to HR Email

» While in the edit mode inside a template you may add a URL link in the body of the
template by using the ‘insert web link’.

This functionality can be utilized when editing the Emails, Emails with Letters and
Information Documents in the Template library.




QL AR TN test EMAIL TEMPLATE

gl {ea Ny test EMAIL TEMPLATE

Email main content:

Format ~ FontFamly - Fontsze = A -|iZ i= | =
=

B 09| B 5 U

Y¥ahoo

Dear __SELECTEE FULL NAME__

» You will then receive the pop-up below and you then can type (or paste) in your
desired link in the ‘Enter link URL’ space, then select ‘Insert’.

Enter link text and URL

— Enter link text and URL

Enter link text (optional):

Enter link Url {wwav.site.com):

Enter Link Text and URL Popup

» When you click the Save button after editing the email, there is a popup to confirm
the template was saved to the WTTS record.

I ECRNETG S Email Test 1- 1D 8522
B Rn- WTTS 1D 8522

Email main content:

Paragraph = FontFamily ~ Font Size < A ‘ = 25 | =

-
Message from webpage

{ ié Changes saved. Click the Cancel button to close the editor,

» Click the Cancel button to close the editor.

» 'There is a new template saved in the Email Template viewing area.




NOTE: To enable send button: 1) Click Edit or Preview 2) Enter a subject line 3) Enter selectee email 4) Enter HR Specialist email
Name Send Updated Date Updated By Delete
test EMAIL TEMPLATE .
Eoit) Frevien 021182014 HENRY PYLE Delete
fest EMAIL TEMFLATE 2 . . 02/18/2014 HENRY PYLE Delete
I} Edit/ Preview
L IJ_

» Click the Preview button to display the email that will be sent to the EODS uset.
NOTE: If a field is not populated in WTTS, the email will display “ITBD”, so
PLEASE check the preview carefully. If something needs to be changed, use the
Edit button and make modifications to your Template.

r

Dear MONDAY MONDAE Q

It is my pleasure to welcome you as a new employee of the __OF&DF THE
SECRETARY/OFFC OF THE SEC, IBC__

Your first day on duty with the NRC will be TBD . ate please report to
the TBD , at 9:00 am. A representative from the Off the Chlef Human
Capltal Offlcer will escort you to the employee orlent n and security briefing
session for new employees.

If you have questions or need assistance, please sﬁﬁtact me on __ (303)
969-5492  or at TBD . A

Note: The email MUST have a Subject, an HR Specialist’s email address, the EODS
user’s email address, and the record must be “unlocked” by either using the Edit or
Preview buttons to activate the SEND button.

» Click the Send button

_EDES
EmalITesH Edrt.‘Prewew Send u1r1arzu13 GALAROW!CZ ELLEN De.m
Email Test 1- ID 8522 Edit/ Preview 01A16/2013 GALAROWICZ, ELLEN Delete

» A popup is displayed to confirm whether or not you want to send the email

Send PE ltem

. You have chosen to send the email test EMAIL .
TEMPLATE 2 to the EODS user. Do you want to
continue?

g e

» If you do not want to send the email, click the Cancel button. If you want to send
the email click the Send button. A popup is displayed to show the email was sent.
NOTE: The Send button stays active in case you want to resend the email.




'l Send Complete -

| Email sent to EODS user.

> All activity on the email is tracked in the status history.

History for item "Email Test 1- ID 8622

MME2013 01:58:03  GALAROWICZ, ELLEN Email sent to EQODS user
01M6/2013 01:54:28  GALAROWICZ, ELLEN Email sent to EODS user
01/16/2013 01:00:12  GALAROWICZ, ELLEN Mame, content andior subject updated
01M6/2013 12:52: 1 GALAROWICZ, ELLEN MName, content andior subject updated

1| [T

WORKING WITH HR EMAILS WITH LETTERS

Use the same processing instructions as those shown for Emails.

WORKING WITH SUPERVISOR EMAILS

Use the same processing instructions as those shown for Emails.

WORKING WITH SUPERVISOR EMAILS WITH LETTERS

Use the same processing instructions as those shown for Emails.

| »

m



Chapter 9: Reserved for Future Use




Appendix A: Frequently Asked Questions

WTTS - Requesting Office (RO) Frequently Asked Questions

»  Why is it important to begin the hiring process in WT'TS? The hiring process
begins when a manager identifies a need to fill a position either as a result of a loss of an
employee or due to a newly established position. WTTS provides the ability for
managers and HR staff to track and monitor hiring activities through the various stages
of the hiring process (e.g., projected vacancy, RFE generation, vacancy announcement,
certificate issuance, etc.).

»  How do I create a vacancy? To create a vacancy, Click “Fill Vacancy” located on the
top WTTS Menu Bar and complete the information on the screen. Up to 15 positions
can be posted to be filled through the same action (e.g., Term Appointment).

»  How do I update a vacancy? Click on the Edit [ @] icon located under the Tools
column (first column of the In-work Gains screen).

»  How do I delete a vacancy? A vacancy does not need to be deleted and the record can
be left unfilled until you have a need to fill a vacancy. If you choose to delete, click on
the Delete record icon [ B | located under the Tools column (first column of the In-
work Gains screen). This removes all information on the vacancy from the system.

»  How do I reset/change my password in WITS? Your password for WTTS is the
same as your password for FPPS. Therefore, when you change your password in FPPS,
it automatically changes your password in WTTS.

»  How do I reset my password? To have your password reset, please contact your
EFPPS Security Point of Contact (SPOC).

»  What does the (#) Required for Publishing mean? Fields identified with “#” are
fields that require information input. The information required is generally data that is
needed by FPPS and your Automated Vacancy Announcement Systems.

»  What does the red asterisk (*) mean? These fields require information input before a
record will be identified as completed. These fields are typically completed by the
servicing personnel office.

»  What do I do if I discover I need to change information on the position after I
have sent it from WTTS to FPPS? Update the information in your CHNG queue. Be
sure to save the information before signing/forwarding the transaction. When the SPO
processes the transaction, the updates will flow back to WTTS.

»  What are the vacancy announcement fields for? The vacancy announcement
number will display once the vacancy has been announced. These fields are also used if
you are making multiple selections from the same announcement.



http://ibcdencf05.bc.doi.net/WTTS/admin/gains/edit.cfm?eE3BTBr/u6BKDQ6GJvs82Z8QntMsGW9UmTNQwIOVmDU=
javascript:popUpTransfer('/WTTS/admin/popups/remove/remove_gain.cfm?hDs9PYdflL6vvIGuiT5mZQ==')

>

What do I do after I have sent the position information to FPPS? Once the position
and contact information have been successfully sent to FPPS, the RFE is generated in
FPPS and will be sitting in the CHNG queue for the manager that was selected in
WTTS.

WTTS — Servicing Personnel Office (SPO) Frequently Asked
Questions

A selection was made but I don’t see the selectee information on the selectee
screen. If you are using an eRecruitment system, follow the process in that system for
proving the selectee information to WT'TS. If you are not using an eRecruitment
system, enter the selectee information manually.

How do I document a selection when selectee has declined the position offer?
Click on the Move Record to Declinations [ B8] located under the Tools column (first
column of the In-work Gains screen). This action removes the selectee information from
the vacancy and leaves the position information intact. (Note: You can only update those
vacancies for your area of responsibility).

What does Publish mean? When you publish a record in WT'TS, this action populates
the Publish Gains as well as WTTS Reports. Information provided on these reports can
assist in the provisioning process.

When should I Publish the hire? You should determine when you should publish a
record based upon your agency’s business process..

How will I know if the selectee has received the e-mail and is completing the
forms? Under the “In-processing” sub-menu under the Special Programs module, you
can determine if the selectee has begun the process of completing forms by the different
statuses. Also, if the selectee’s name displays in black text, this means they have not
begun the process. This can be used as a flag that HR may need to contact the selectee.

How do I reset a selectee’s password? A WTTS Administrator, WTTS Security
Administrator, or HR Representative can unlock a selectee’s password. Instructions on
how to reset passwords can be found in the WITS/EODS User Guide.

A selection has been made and the record has been “Published,” why am I
unable to send FPPS forms? You will not be able to send forms to FPPS until the
selectee’s personnel information has been sent to FPPS.

What is the WTTS ID? This is a system-generated number that identifies the record.
This field is also used to link information with other systems such as FPPS and
eRecruitment.

How does the position information get to the automated vacancy announcement
system? Once the SPO has reviewed the RFE, a new function key has been



javascript:popUpTransfer('/WTTS/admin/popups/declination/publish_declination.cfm?hDs9PYdflL6vvIGuiT5mZQ==')

implemented in FPPS to send any updated information back to WTTS and the
eRecruitment system.

> How can I see FPPS errors? There are a couple places to view errors:

e On each of the Gain reports (In-Work, Completed, and Published), if a red
exclamation mark (!) appears in the selectee column and the name is underlined
and red, there is an error. Click the name to be directed to an Error Status
screen.

e If you are editing a record (In-Work, Completed, and Published), on the right
side of the screen there are several informational boxes. The “Status” box has a
“WTTS Status Error” field. If there is an error on the record you are editing, the
word “Error” is displayed as a hypertlink. Click “Errot” to view it on the Error
Status screen.

»  How does WTTS get updated when changes are made by either a
manager/supetvisor in the CHNG queue, or the SPO in the PROC queue?

e  WTTS is updated by a web service, including any changes made by the RO or
SPO, when the SPO user clicks either send to eRecruit (PF06) or send to WTTS
(PF5). For example:

* The RO sends a transaction from WTTS to FPPS and changes the
Position Title in theit CHNG queue. Then, they sign/forward the
transaction to the SPO. (Same process as today.)

* The SPO signs into their PROC queue and the change made by the SPO
is present. The SPO changes the Series. (Same process as today.)

¢ When the SPO selects either the PF6 key (send to eRecruit) or PF5
key (send to WTTS):

(a) If PFG (eRecruit) is selected, two web services are generated. The
first web services sends information (including changes) from
FPPS back to WTTS. The second web service sends the
information to the eRecruitment system to generate the
announcement.

(b) If PF5 (WTTS) is selected, one web service is generated. The
web service sends information (including changes) back to

WTTS.
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